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I.^TROOUCTICW : T ' ' 

In April of ]S7h the Rarticip'ant< involved in thisf bract iGum 
• . . > ^- . ' , • - ; 

sav/ • the* need for a viable' training program for d.Qpartment chair-^ 

y- ' ^ ' ^ ^ • 

pepsoffs and other resource,,personnel . Priof to this program, Anael 

Arundel County, Maryland, had no insery ice , prog ra.^i specifically / 

oriented toward th^ department chairperson. In- fact, the t'itle 

an<} position of department chairperson was not . recogn i zed by the " 

3oarJ of Education until August, '197^. At that time the Board also 

s-peci lied .the duties and responsibilities assigned to sucn a posi- 

tion\ ll/sing the proposed recognMtion of the .department chairperson 

position as a starting:* point, the participants of this p/^o^cum 

developed a untqufe^.train ing experienae.- . » ' 

' '\ • • • ' . . 

: , y > > ; ^ 

Oijring j:he academic year J*97^'75, ^eighr Anne Arundel -County 

Nova pbrtji^Tp^nts -gathered necessary background inf-prmation, -j^^rote, 

' t ' ^ . • ^ ' ^ 

field jtested, an*ciH*e>v rote, the eighte^a tJ^i t5, contained i.n the ^ 

Ci)mpja^f|ency-ba%ed procfram/ ThS^'cu-lmi nation gtf these efforts resulted 

m thektr^rnjng pnogram^beirtg ^cceptfejl by the Anne AruQdel County 

* , \ • * ' • . • • 

Superintendent as an appV6^et|^ wor-k^lTqp. *J n addi tion., ihe Maryland 
* , V ^ • - . 

StatQ Department of Educrat^on a/|sb bccoftted 'the program for work- ■ 
Shop cneai t. • ^ ' ' ^ • . * 



/ 



Ji^c ^jro^fon^ hps the fpllcH-nng characteristics wnich help 



ct ivcnessi 




ied. Trai.nees and ^appropriate 
administrators d.efSiftdtne specific necds^ The prog-rarr; 
is directed towaril/ncfe^kTng these needs. / • 



it is ipd'tviduo] ized .> Trni?T^^|^eVf ab 1 i sh their owj 
priorities, They nay choose frof^^NQpe to ei<jnteeny 
units to ncet their needs. Tra ineefep^f^iay aVso ro^eslgn^ 
any unit to nake it more relevant to spG^i/ic 
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* i t is St 1 f"-;»aced « Trainees comjple.te v^ork v/ithin the*ir 

• o-;n ti.ijG f reric.N^ They nay v.'ork on one or several units 

at the sane ti^ie ahd at their own pace. . ^ 

i t <i g ricxiole . The program allows part ici pat i^on for 
nany persons wito-O variety of b'aCkgrounds.. aod experti se. 
Consents, reactions, and^crj t ii:i sfns are welcomed by' 
^'developers of the program." ^ ^ * 



A trainee in the cpnpetency-based training program encounters 
three pnases whicb help to monitor and insure hi* su$:cess in the 



program.. ^ 



III * « 

P'lQse One cOrtsists of^^a^^needs a^ssfcssmenJt actFvi ty 

-perf'o/:ned by the trainee^ ^hls advispr, and* the 

appropriate administrator. 

r.iasc Two consists of , the trainee pcrforuing the 
tr^iining units which have been selected. 

Phase f.yree ,consi^,ts of an evaluation process in 
v/n?ch the adni h i stra tor -cert i fi es • the competency- 
of the trainee.- . . ^ * 
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The progrom as described thus far*has met with success and 

entiiusiasm fronv the Anrte Arundel Courjty trainees.' *As of this 

writias, persons are part i.ci pat injg in the prpgraw and many more 

have' expressed 'an interest, 

^ Chapter T of this report discusses the conception of this 

pCtog ran as tt developed from specific needs. 

» Chapter 11 discusses in depth the practicum strategy of this 

.effort. The method, the phflosophy, and the field teited results 

are, presented. Attention is -also given, to the editing and print- 

, \ ng' tecKn i'ca 1 i t i es . \ % 

- t - - - ^ - , \\ 

Chapter Jll is concerned v/ith the res^ujts and condlusions of 



thi5 effortik ^Iso presented Js an explanation of the co^ipbnents 
of the program node! and a *descri pt ion of unique features, of this 



competency-based training program. 
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"■^ Chapter I • • 

. • ASSESSMENT 'OF NEtOS 

« « • 

Jhe Problem and Objective 

•The Anne Arundel County, Maryland, School System undertook 
the process of defining the responsibilities of department chair- 
persons and team leaders and establishing such positions in its 
formal policy structure. Prior -to this year, in each secondary 
school, there had been assigned a SUPERVISOR OF INSTRUCTION who 
per farmed many instruct ional improvement and instructional manage- 
•ment functions related to that school. Similarly, many of these 
t^^sks had been assigned in the elementa|:y division to AREA SUPER- 
VISORS who s^/ved a number of schools. Department chairpersons 
and team leaders .did, in fact, function under this organization,^ 
but for the most part to a limited extent. I. 



The school system has now been reorgani zecj* Its-twb major 
Inst ruct ional di vis ions (elementary and secondary) have been com- 
bined into one Division of Instruction with K thru 12 morgan i zat ion 
Yet curriculum structure, instructional management, and instruc- 
tlonal resoy/ce identification have become jno re sophisticated and 
ccnplex. It was recognized that I f> e lementary and secondary 
principals were truly to function^fef fefcti ve-ly as instructional 
.leaders, as well as chief administrators In their schools, they . 
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would need to share some of the instructional improvemeo.t and ^ 
ins true t ional management tasks with appropriately trained depart- 
r^ent cnairpersons and tdam leaders. ^ • 

The position and respons ib i 1 i t ies' of the department ' 
chairpersons and team leaders were formally established byTTie > 
Board of Education, Anne Arunde'l Coun-ty, Maryland", Fn August; 197^. 



> 



The final report of the committee to study the role of 
department chairpersons listed Jhe qua^l j f i cat i ons for this position 
One of these qualifications was that the pros-pect i ve ,6hai rperson 
should have »success.ful ly completed "an approved county^ worktop 

• ' ' . 

in curriculum ar^/or supervision.*' The committee recognized the 
need for a wore formalized training prpgram to prepare chairpersons 
to assume the leadership responsibilities which had been defined 
^tn the report. • ' ^ - 

^ / The Anne Arundel County Nova participants, rfn antixipation . 
of triis report, formulated a plan^or tJNe devaltSpWlfent' of a viable, 
•individualized, competiencybased training program for department 
chairpersons. The Competency-Based Training Program Conrxnittee 
(CBTP) was formed to prepare such a training program* ^ 

As one of its initial steps, the CBTP Committee sought to 
# * • 

identify the competencies^needed by department chalcpersons to 



cWrry out their stated responsibilities. Thus ,^ in- order to identify 
specific needs, the CBTP Committee held meetings «and 'conferences 
with interested personnel, interviewed staff members of tl^ Anne 
Arurfdel County School System, conducted surveys, and field tested 
ideas. AJistIng of ind^'ividual Nova participants * respons ibi I i'ties 
Is Included in Appendix A, page s -38-^ 1 ^ 



^ Chapter fcl 

~ ; PRACTICUM STRATEGY 

^ Research Effort ^ 

The research activities were begun in the early stages of 
the Maxi I project in Aprils 197^^, and cpntinued through July, 1975. 
These efforts were intended to locate possible sources of infoVma- 
tion which could be used by the project participants to formulate 
the philosophy for the project, to provide^ background data on 
competency /performance-based teachers education programs, to provide ^ 
mocJels of viable competency/performancje-based teacher inservice |i' 

activities to guide participants in the development of individoal 

( - ^ 

stu'dy units, and to offer ass i^tjtence^ to participants in the forma- 
-.tive and summative evaluation of the Maxi I projiectl 

" • . ■ , . I ' - 

Research data were obtained from three b^sic sources, and 
* the m^/t hod of collection is described be]ow; 

1. use of relevant periodicals, books, and other 
publications; \ . 

2. if»put from personrielisouroes within the local system — 
school pt-inci'p^t|^|pd jthei r staffs, program coord inators.s" 
central office stafj^'j and.: ' 

3* resources used by participants for the development of 
^ , the individual study units:! , ^ 



Current*' Periodicals, Books, and' Other Publications- , ' • - 

7^- 

The School Research Information Service (SRIS) orffered*^5y 
Phi Delta !\appa was used to obtain a computer-assisted search .of 

V 

the Educational Resources Information Center (ERIC) collection and 

the files of the Current Index to Jc5urnals in Education (CUE). 

^ 7- ^ 

Ti^e Thesaurus of ERIC Descriptors provided the search parameters 

to help identify the publications which were related to the MaXi I 

project. These descriptors included: admini s'trati ve personnel, 

competencybased programs, department di rectors *Cchai rm^n) , inser- 

vice cour^ies, performance-based programs, personnel Evaluation, 

I . * 

resource teachers, and staff improvement. 



•^he printout obtained listed relevant publications from the 
ERIC arid CIJEL files. Several participants assisted with the screen 
ing of the print-out to i den t i f y |t i t Iqs which were directly related 
to the projects. The basic bibljiographic information was distri- 
bute'd to participants who secured copies of articles from local 
sources or from Leasco Information Products (ERIC documents). 
Abstracts pf related articles, or copies of art icles^werc m^de , 
available to all participants. These titles served as a b^sic 



working bibliography during the developmen^tal , evi\uation, and 



conclusion phases of the Maxi I projects 
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Personnel Input ^ 

, ^ 

Input from variou6 personne) within the local'system was 

/ V . ^ • \ , • 

obtained thVough usfe of a survey qufestionnai re.Much was sent to 

107 sciiool prTncipals, coordinators of instruction in each^ef^ 

the four area "of f<i ces , the four ar^a directors, and, to all ^rograw 

coordinators/ at the central office leveK The survey questionnaire 

briefly explained the project, its objectives, and the' competency 

areas tentatively selected^ as appfopriate for^he devetopment- pf 

individualized train^^ng uoits. 

' ^ Data obtained from the sifrvey guesjtionnai re were used to 
fderftif^ the specific competency areas to be covered by the pro- 
{iosed nodel * The data were further u^ed'in the selection o^ 
activities to teach these competencies and to aid in the formative* 
evaluatbjn 6f the indrv'fdual units. * They also served as a guid6 for 

' * 

the orerall philosopTry and content of the project. 
^, ► , ^ 

InpJt^'w^s-^ecei ved during the developmQnta\ s^ge ffom the*' 
As.sociate and Assistant Superintendents^* the Officer for Planning;* 
and Evaluation, and the Coordinator of Staff Development.. These 
individuals met with the practicum committee during' the initial ' / 
and subsequent stages and served* as observers /or the projects 
They examine^ the initial proposalj'^eacted/to individual units, 
afid aided with thp identification of spectfjc competency areas to 
be covered by the /project. 
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Partjicipc^fit rvcsources . , j 

j As par-ticlpants developed ' I nd I vTcIubI units', they also , ' 

pr<^pared .annotated b'rtUography c^k^Js for the sources which they 

♦ • • 

had cons\jlted. This rosource- infornatibn was coinpiled for dissem- 

(nation to alj participants for ttjigir use and.^Taformatioa. Citations 
for f^ese s'ources were included tn the project bibliography. The 
d'isseminatf oft of all research data to participants was facilitated 
through regular weekly or bi-monthly meetings of the project com- 
mittee' during 'th& 15"months of the developmental phase. Research 
Information was. also included in the published minutes of all group 
meetings. * ' : . 

?ieeds Assessment , ' • 

A series of meetings were held by the participants beginning 
with "brajnstorming" .acti vi thtis which led to direct plans of action* 
"Srajnsforming" mcluded drawing from the participants* own experi- 
ences a^set qf needs' or competencies v/hich they believed to be 
importaq-t to the job requi remcfnts of. persons who Avould fulfill' the 

s 

roles of department chairpersons. )Needs which the participants 
interpreted as crucial to the proposed responsibilities were incly-is* 
ded also. . \ . * / ^ 
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Units trom the loya Supervi sion Study Guide ^ which the / 

> - r ' * « — " * 

partiprff5ahts Kad used'w'ere discussed and evaluated for use in terms 
^' " * * - • 

* , * • • ' ' "> 

of specific appl i cabi Ti ty to department chairperson responsibilities. 
Otnfei^ un.fts were reviewed and conS-idered. 

/ ><was determined that inputs into th'e assessment of needs 
should be .extended to all personnel who would be -working directly 
wi th* ^fepartnent <:hal>p^sppLsJor who would be responsible for theij 
performance. ,^ *• ^ ^ 

Meetings were held with the Associate Superintendent, ^h.e 
Area Oi recfors /Of f i cfer /or Program Development and Evaluation, 
the Assistant Area Directors, Program ^Coordinators, and the 
C6brdi nator ''p.f Stiff Development. Competerfcies as ident i f ied were 
'discussed, as* were units outlined to develop 'these competencies. 
Suggestions from these staff members were taken for inclusion and/ 
or study. ' . * 

* ' Permission'was ^^ained also to survey area directors, 
p^rinclpals, their stiffs, and coordinators throughout the school 
system for reactions to the list^of broad competency; ^reas whicH 



'champagne,, David W. ,^ ^nd John L* Morgan, Supervision Study Guide, 
,;io\Aa University Press,, Ft. Lauderdale, Florida, 1973.* " 



had been tentatively identified by the committee as being appropriate 

Por- the yevQlo(/ment of training modules; and/ also, for additional 

ideas. (S^e^ Append ix B, on^ pages ^i-kk.)^ 

* 

At '^\eetin9 held with the Coordinator of Staff Development 
(whose responsibi 1 fty it is to coordinate training programs for 
various staff members), training modules weYe di^scussed and para- 
lleled to existing ideas for training and competency needs.; 

A* meeting was held a]sx> with the Officer J^or Program Planni^ng 
and Evaluation. Jhis. meeting was attended by a sub-committee of 
three participant's. Two main^events evolved.. Fij-st, ^the offi*cer 
shared with the sub-committee a compilation of ideas which had ' 
been submitted for research from administrators and other personnel, 
throughout the school system. These ideas were later relate(J to „ 

the aeeds assessment being made by the participants. Second^ ?s'a 

' ' . ' • \ 

follow-up to this meeting, specific written suggestions were sent • • 

• ■ ^- . / - ' 

to the comfni.ttee. These suggestions were considered and data which 
could/be used were incorporated into the units.v - ' 

' Surveys ' ^ . ^ 

V Two formal surveys V/ere used. The first, to aj"ea directors^ 

principals, and coordinators, Was mentioned above'pnder '^Meetings 
with County .Staff Members.'* A second survey >/as distrfbuted to * • 
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all Hova neiobers.of t.ie Ba 1 1 iniore 'C lus ten ' asking fof- rGactiqn? to 
unitS'frdn the supervisllon module which had bfeen Comp feted af 
written or which had been jfnodi f ied and completed* (See.Appe(|»dix^, 
on pajes ^5 and A6. ). 

. ' ' ' . • • • 

0 ' * 

SasTed ypon ihe inputs' from ajl source^ and individuals as 
outlined above, ; the .fol lov/ing units -were desigrred to' develop fche 
co<npetencies t^atiti f ied to meet the requi rements of responsib lities 
-designate^ to department chairpersons. ' ' 

.K "Assessment of Attitu31es by Educational Leaders 

2. The Organization and 9peration of Anne Arundel Couo|:y 
School s ' A ' ^ - ' 

«■ • o 

3. Making CJas^room-Obs^nvati ons . ' ^ 
.4. The Professional Conference 



5- Identi fy ipg Lea-Vi ihg ^Resources 

' ^ • ' * ' ' ' * . 
6. Esta6l i,sh4ng. Goals, 6bjec^ives-, and f^riori ties 




7. Oevelopi'ng Gurriculum Knowledge 

3. Improving Relationship Skills 

9. Writ-inp a^ Communication*' v;; 

10. l-nterviewing Prospective Personnel 

Ij.. New Teacher. Or ie'gtation 

12. The Master Scheduje 

]]^. The Department Schedule 



/ 
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1^, Select ing,* Planning, and Evaluation of 
b. Ordering Supplies, Materials^, and Equipment 

16. Understanding Your School Conmunity 

17. The Evaluation of Learning 
13. What Goes On in a Group 

Direct inputs from teachers wh'a field tesjted units v/ere used 
-to refine the uni.ts, • . . 



-for 



to perform-- 
ref\n^^as the 

The re fore 
in a flexible 



Ke.eping/leeds Assessment Current 

'1- It was r-eccKfrfized that corftpetencies neede 
succe'^sft/lly as department ^hairpersortS' woulcJ| be 
progran^. was 'developed throughbut the school syste: 
the'' xompetency-l?^sed program would be maintained 
state. TJjose units which are found to be inappropriate qr of 
IKt'le use would need to be eliminated. Those heeding revision 
or fufthefr developiment would be dealt with. Competencies not 
/re-cogfti'zed at this point would be identified and gjpits developed 
to include those needs. 



Flexibility in planning for training and imdlementation of J 
' the^-program was, enph|asl zed as of paramount importance in keeping 
'assessment of needs current and directly tied to competencies 
wKich are needed and are related to the day-to-d^y operation of 
the department chairperson, xx 
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The conceptualized solution to , the need for a specific, 
training program formed the basis for the following practicutn 
oojectivcs; 



The comni ttee .wi ]•] construct a training model and training' 
progran appcpprlate to the identified needs. 

AIJ of the units will te field tested at least once; the major- 
ity of tjie units will be field tested at least twice. 

2.1 At least 15% of the field test part i ci pants shall rate the 
uni^s in the middle range (2-^) on a five-point easy- 
di f'f i cul t scale. 

2.2 At least 75^ pf the. field test participants shall rate the 
linits -in the 3"5 range of a 'five-point en joyab 1 e-d i s tas te/ u 1 
scale. • . 

r 

2.3 At least 75^4 of the fiei/ld test participants shall rate the 
units in the 3~5 range of a five-point useTessruseful scale* 

1 ^ • * 

2.^ At least''75^ of the field test participants shajl ra'te the 

units in'the 3^5 range of a five^point confus/ingTclear scale. 

2.5 kty]easy4o% of the fi'elxi Xest.participants.shal 1 ^rate the* 
\\tsyu\ the 3^5 range'of a>f1.ve-poiiit ho-yes '^objectives ^ 
'inet>^ scale. * • * . ^ ' . 

;6 At least 90^^ of the field test participants shall rate the'"^ 
units in the 3^-5 range of a five-point no-^yes '^evaluation 
section heljifuT* scale. ; . • , / 

3. The program will be offered on. a voluntary basns to ijiterested ^ 
participant^ as part of the school system*s professional devel^^)- 
nent program. 



4. The program will be approved by the Maryland State DepartftenJ of 
Education foi* professional deyelopmenf^ workshop, credi t. 

* * • / ' 

. / 



• The Pni losupphy ^ '** % 
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Thij Competency-Based Training Program for department » 
• * ^ ^ /» . , » • 

chairpersons and other resource personnel is an experential -program- 

* /~ 

designed to'-prepare suon persons for effective contr jbiit ion to 
their school*s instructional program, ^ » * 

. Sin^e the roles of department chairpersons were expanded to 

include ski 1 Is in such areas as planning, budgeti ng,* martaging, tes- 

ting, training, teaching, assigning and reassi gni ng, , the training 

would have multiple objectives and would be implemented through 

threB phases: 
. , 

Phase I The s^lejctjon of activi ties appropriate ■ 

to the detdrmined needs vof the trainee 
^ . relation to the duties and cespon?i-/ * ^ 
^ bilitMes of the, pos i tl^oTi' • ' ^ - 

Phase II Th^ performance of the seTW^Ved activities' 

\ ^ . • / " ' * 
Phase III * The evaluation^of tt]eitperft)rmance for 

•certification or, for revised or additional^ 
, presc^iptipns C^ft^ase I) ' - ' ^ ' , 



Jhc program was bos^d/'upon"'jnptJts" f rom tho^e fu-rrently 



\ 



involved wi th departmental , duties, or desiri.ng to become so involved* 



and upon actua^j "and reg^jlar cfepartmenta 1 r'espons i bi 1 i t ii^s . It al'so^ 

' / - ' ' "... / 

refl-ect? on-the-job activi.tles and;is regulated by. the individual 



'fteeds of» trainees. The modeV'^nd'program become simultaneously 
jpnovatlve, practical , arnJ* humanistic*. 
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Inasmuch as the program is designed to train department 

chaira^rsQ^s ,and other such 'resource personnel, it involves the 

school's instruct^ional leader, the principal, and i dent i f ies 'as 

ts* ultin^ate.goal the improvement of the school's insllructk)nar 
♦ * f 

% 

* t 

program* 'It expres'ses ^001011 tment to the needs, jnterests, and 
dem^and's of thp total school and community populatfon. 

« ' . 

The cpnpe'tency-based training mpdePs ultimate justification 
is to improve 'the quality of instruction in'our schools as a con-* 
sec^ueoc^ of improved teacfier education. 



To operat ional i ze the CBTP model, conpetenci^s were identified 
and an assessment system developed.* Instructional materials (urtits) 
were' ini tial ly*^ prepared by individual participants, then revised and 
refined through group effort. The management system was developed 
to .-monitor the movement of. trairfees through the' program, to ensure 
contiguous eVa^i^tion, and to provide for program implementation. ^ 
The trai:nee^vhis...principal , and the training advisor cooperatively 
perfonm the. needs assesstnent activity and select the approprjate 
'urtlts from ^e program: The selected units then become the indivi- 
dual i zed* program ft>i;^,^th^Jt^ The needs assessmenx makes it ^^-T 

possible for trainees tb focus pn thei^'neecJs wr^thin their respective 
assignments. The number bf tl^i ts ta.be 'completed would vary depen- 
dinq upCn the rteedS' of'*the individual* 
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Upon coMpletibn of the prescribed units, the trainee.«nieets 
with his principal and training advisor* After examining the 
products developed by the trainee and after discussing with the 
trainee activities undertaken as part of his program, the principal 
will assess the extent of. mastery of the identified canpetenqies* 
The principal and training advisor then certify the trainee's 
competence in the skill areas of the target unit, or prescribe 
additional activities or exercises within the scope of target com- 
petencies that had been determined* 

It is expected the* trainee then would have the skills to 
enable htm to perform the duties of a department chairperson , * 
effecti.v^ly and efficiently, using the skills acqui.red thrbiJgh the 
units completed. ^ ^ ^ * . 

procedures for Developijpg Units - ' ' - ' 

V • The 'development of training jjnits was initiated af-ter 

det^rminiffg the specific competency areas necessary for the effec- 
• tiv^' fanct i^mg department chai rpersoas/ Individual meTnbers of 

the Competency-Based Training Program C6mmittee Selected and assumed 

primary responsibility for the devejopment of specific units accor^' 

ding to their own interests and experiences* * 
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Exhibit 1 illustrates ihe specific units for tne training 
progran and the primary author of'eaph un'it* 



UNIT TO 3£ DlVELOPED . 
A. Attitudes 
3. Organization 
C. Observations 
D> ^Conferencing 

E. Resources 

F. Goals 

G. Curriculum 

ri.* Human Reflations 
I . W rioting , ' 

J» Interviewing 

7 

K. Orientation 

L. Master Schedule 

M. Department Schedule 

N. . Use of Time 

0. Purchasing 

P. School Community 

Evajuation 
R. Groups ^ 



EXHIBIT 1 



PRIMARY AUTHOR 
Richard Mi Ibourne 
John Matarpl la 
Michael Trippett 
Frances liingen 
Hea\ Ferti tta 
01 i ver Wi tt ig ^ 
Frances Bingen 
Neal Fertitta 
'Jim Sledge 
J im Sledge 
J i|n Sledge' , - 
John Mcfo^^ki 1 1 
John McCorki 1 1 
Jjm Sledge 
Michael Trippett 
Ot iver ttig 
Richard MMbourne 
John McCorki n ' 



Several urwits from the study guide used in the Supervision 

Module at Nova University were selected as models for the C3TP Units 

The beginning phase of unit development involved group discussions 

by the comrrii ttee' tp provide the pr.imary author with assistance amf 

ion for the development of specific unites*' Fol lowing. 'the - / 

inicial discussions by the committee, it was the respons ibi Hty of 

the primary author to review materiafs and available couQty 
S ... 

resources. In addition, a computer search of ERIC files was under- 
taken to; assist in- this task period.^ One lumber of the CBTP com- 

« ' ; 

/ / 

mi t tee was .given the responsibility for coordinating the research 
of current journal's in 'education;, related to the practicum project. j 
An* annotated bibliography was gompfled and distributed for the 
committee* ' 

A rough draff, of each unit was prepared by the primary 

author. The units were reviewed and edited by the committee, 
^ \ • * * 

revisions were ma*de , where appropriate. \ Exhibit 2 illustrates an 
example of the committee's input' tx) uni\t development: 
* • 

" EXHIBIT 2 
Anne Arundel /1AXI I Group - /Unutes 

Meeting - Monday, Aov. ^, 197^, 7:30 p.m.\ Gh7 Covjngton 
In Attendance - All merpbers 

Survey Reactions - Unit on inservlce education 
Unit "brainstorming" - Group discussion 

. .. 24 
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Jovelopinc^ Curriculur^ Knowlcd(^:c . Can a' guidc-l)Ook type unit 
be developed to help the participant find his way t'lrougb 
the undcrlyiny structure, scope; and sequence of his curri- 
culufn K-12? v/hcit «jre tiie goals of. the particular program? 
J\}at are the leading professional joLf,rnals in tl)c field? 
Is it a process or a content ordered program; v/lfat are the 
affective aspects of the subject v/hic!) students deal v/ith 
at various grade levels*? Mow would, tlie participant rearrange 
fne goals of the Voyram in terms of his own priorities? 
w'hat kinds of techn^uos are most appropriate* for this pro- 
^gran, do they differ at different, levels? V/hat kin^ls of 
provisions can be made within the program structure for 
gifted students; for the less able? 

. Establishing Goals, Objectives, and Priorities & 
Managing P.aterials, Supplies, and Equipment . 
Tnere is a dis'tinct relationship between these units; /-I 
will deal with the broader aspects of goals and objecti v^s' 
and should con-centrate on the process'es, involved in setting 
goals and objectives (e.g., budget and planning); on the 
other hand, 1-2 will be concerned v^ith ways of disbursing 
allocations of funds after they have been designated for a 
school department and systems of local resource allocation 
to insure the most efficient use of mfaterlals, sufi^lies, 
and equipment fffready on hand. These two units will ^Iso , 
relate to UnitE-l. Coordination of members' effoB^s is 
Imperative. I / * : 

The Evaluation of Learrinng . This unit could "focus ort the 
various alternative forms of 'eva luat ion , di s t ingui sh \rig i 
betv/een formative and sumniative; research; measurement; and 
models for accountability. It could focus. 4^1 jo on **other 
than paper-and-penci 1" types oT evaluation, make the teacher, 
aware of the kinds of variables that he has contYpl over, 
and the kinds of variables that h^ does not control. Hovt 
does evaluatioV^^la :e to goals, processes, etc.? 

Managing Plant & Facrlities. What kinds of information 




the typies of master s-chedules. wllj be needed by 
:nt chairpersons? How can the department chairperson 
ijncipal in providing scheduling arrangements • 
that will foHeY program objectives '6* techa'iques and still 
accommodate individual needs of staff members and Students? 
What, kinds of compromises must be made? . How can a O.C. col-' 
lect and arrange Information so that he can hav4*signi f leant 
>mpact on the scheduling process? '» ^ 



In some Instances ^arts of -Units v/ere used v/ith \^lunteer 

teachers before the unit was finalized into a working draft for^ 

cohmittee presentation. Upon committee approval,' each unit v/as ' 

field tested. Field testing provided the conwittee and primary 

fft 

author with suggestions for revisions.* The units v/ere then pre'^ 
sented to the assistant superintendent, the associate superinten- 
dent in charge of instruction, and tlje coordinator for staff 
<levelopmept for their recpmmendat i ons . ^» 

An editing committee w^s created as a finaPpliase of unit 
development.' The main function of the editing committee v;as to 
m^ke final revisions where heeded, wh^i le insuring consistency of 
structure' throughout th6 program. v - ji 

The Process" of Fi^,y<) Testing • ' 

1.' Use of quality cliecks 

In Jine with the objective to develop conpetency-based 
materials of an individualized study nature, the units were iybjec 

, '- , ■ . ■ \ 

ted to a^ series of three quality Checks. 'Vhile;all units 'were 
revised at ^l^ast three times, some r:equired additional revision. 



The first quality Check consisted of a critique of the 
primary ^author's first draft for the unit. This*process was per- 
forned u^ing the expertise of* the practicum committee mefeting in a 
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small group or a total group ^^ssipn. At t\\\s tinie> the author 
explained the activities in.te\ns of meetinii the le'arning require- 
ments for unit objectives v/h^ch had been specified by tl>e committee. 
' Committee ^members examined tfce activfties according to the follow- 
ing criteria; are all aspects of each objecltive' taught; what is 

V 

the estimated completion time for, the unit; are there too many or 
too few activities; is the'wording of directions and activities 
clear and concise;- has appropriate use been^made of visuals; etc,? 
Following tftis session, the, unit was revised yielding a second 
draft ready for-the first^f4-ctd test situation. 

The second quality check* involved te^tlag the unit with ^' 
individual teachers by the primary author, "The committee felt that 
* the* author of the unit should conduct the first session because 
this person had greater involvement in developing ^he materials 
and could iden^y and ^respond to problem areas more easily. The 
purposes for fhis quality check were to* determine the need for: 

S t f 

fewer or additional activities; rewopiding oT the text Tor clarifi- 
cation; appropriateness of the objectives to meet the need^ of 
prospective chairpersons; ahd the possible need for activities of 
a^ different nature from those provided, Tollowing this session, 
the unit was revised by the author. ^* 



The third quality check involved a committee member other 
than the primary author. The purposes for t-his process v^ere to 
detcrmfne if the unit .could be used by others,, and to perform an 
additional assessment in areas described above for the second 
' q-ual i ty check. 

2. Testing Pnocedure^ ' 

i 

The selection of schools for field, testing involved seeking^ 

the approval ahd assistance of the follovnng persons; 

Or. Harry Hendrickson, Director', Area I 
' Mrs.' Wini fred Fovvler, Director, Arel II » 

Mr. Ray Cpok, Principal, Corkran Junior High 
Mr, Walter Jackson, Principal, Brooklyn Park Junior-Senior 
High 

Mj'* r.ay Ueberroth,^ Principal, George Fox Junior High 
Mr. Oliver Wittig,' Principa^l, Andover Senior High 
'V • , ' 

The criteria used in selecting the abovc^s^^ool s included: the 

interest of the principal and faculty in using these materials and 

this approach;' present association oi a practicum participant with 

the school or the area; and availability of teachers. 

After partici patihg schools were rdentified, principals 
arranged for facu|t^>meetings of all present or prospective depart- 
ment 'chai rpersons interested in^working with project materials. 
Copmittee members developed and presented programs involving the^ 
•following components: (a) how this program differs from others in 
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terms of increased flexibility, individualized study, and use of 
materials developed for spec!f\*c and practical competency needs ; ' 
(b) tne exp.erinental nature of the materials; (c) the need for 
cooperative effort; and jd) a brief description of each unit's 
objectives ^nd activTitie^^ Each teacher v/as given materials that 
summarized the important points stressed in the meeting. (Appendix 
item D on pages hi and ^8) Faculty members were also told of- the 
convnittec's work in seeking Maryland State Department of Education 
(mSDE) workshop credit to be applied towar^NtJeet ing requi remenjis 
for chairpersons. Following the presentat i on / teachers expressing 
interest in completing one or more of the units were given a 
'T-ield Test Interest Form." (Appendix E on page 'i*9) This completed 
for^*v|^as returned to committee members. 

Following these sessions, committee members scheduled evening/r 
meetings to discuss the process of^testin^ ftiaterials with interested 
teachers and to make assignments. Each teacher V/as sent a response 
that addressed itself to one of the areas indicated on the memo. 
(Appendix item F <5n page' 50) Committee members were now assuming 
the role of training advisors. A unit Chat was being tested for 
toe first time was assigned to the primary author. Units that had 
been tested one or^more times were assigned to .other committee mem- 
bers. Appendix Item G on page 51 Illustrates a typical "Task AssFgn- 
ment Chart." 

• 29 . • 
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» The fi/r,st tasks.o/ 'Hie training advisor was to contact the 

interested teacher in or^d^r to arrange a conference. Ou'i^incj Che 

conference, teacher wojs given a copy of the unit. The training 

aJvisor discussed the activities in detail for the teacher to 
* " ♦* * 

determine if he had selected an appropriate unit for his needs and 

I • ^ 

to assess the time requireil| for conipleting the unit in terms of 
availability of his time. This last Sspect was important since ' 
teachers completed unit activities on non-school t ime except in 
situations requiring involvement in classrooms or wi th* col leagues . 
^if the unit. was acceptable to the teacher, a '*Part i ci pant Oata Form'' 
(Appendix item H on page 52)was'' completed in order to record back- 
ground information about the teacher. The teacher was g i yen a copy 
of the unit and a "Participant Reaction Form'* (Appendix item 1 on 
» ^^ge 53)for recording suggestions to be used irf^ revising the unit*^ 

Before concluding ^^t he session, an apprQximate date anlj^time was 
^ established for cdmpleting the unit and for the summary conference. 
The teacher was also given^he training advisor's telephone number 
sd that if assistance was needed, he could be easily reached. The 
aboVe procedure is illustrated by referring to Appendi)^ J on page 5^, 
"Suggestions for Trailing Advisors." 
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•3. Summary of Field Test D|ata , 

The field testing of competency-based t^rainincj units W9S 
conducted with the cooperation of administrators in four secondary 
scnools. A. total of 35 teachers we^fe involved \n this phase of 
the project. Appendix i tern' K on pages 55 and 5o serves to present 
a sunmary for each unit listing: , (a) the schools involved, (b) the 
^teach^rs completing units, and (c) the assignment of<Nxiic^ part i ci - 
.pants as training advisors. 

• ' y 

The 'lova participants used two forms in order to record and 
sumarize experiences from the fi^ld testing of units. The first' 

V 

form entitled, "Profile of Participant Professional Background,'^ 

provides a description of the nature of the trainee. Appendix item 

L on page 57 provides a detail summary of the 35 trainees. In'g'en? 

eral, one can state that; (a) 12 years is the average length of 

teaching experience with an average of 1*0.^ years in the county; 

(b) 23 trainees have Masters Degrees and Advanced Professional 

Certificates; and (c) 20 trainees were currently performing the 

duties. of a department chairperson. 

• *^ 
The second form entitled, "Participant Reaction to Unit," 

provides a record for eac^^^unit in terms of: (a) average completion 
time; (b) reaction to unit in terms of level of difficulty, useful- 
ness, clarity, and enjoyment; (c) rating of objectives as developed 
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by the activities; (d) rating of the effect i venes?^ of the evaluatij?n 
activities, and (e) iniprove^>ent suggestions^ Several teachers com- 
pleted more than-one unit* ^ total of ^0 fiejd testing situations 
were conducted by ^he .lova part Pci pan ts ♦ The following charts pre- 
sent^a sumnar/ of trainees' r-eactions to all units. A summary of • 
these reactions, unit-by-unit, appears in the Appendix section W 
on pages 58r.75. ' ^ ' 



AJmost 90% of the teachers rated the units in the middle 
range (2-^) on a five-point easy-difficult scale, indicating that 
the naterials are appropriate to the background, experience, and 
instructional level of the participants: *^ 



easy 



3 



k ' 5 



di ff icul t 



n umoe r 
percent 



'J 


5 


23 


7 






mean 


12.5 


12.5 


57.5 


17.5 






2.8 



Responses in excess of 31% in the 3"5 ranges of a five-point 
distasteful-enjoyable scale indicate that teachers generally felt 



comfortable working with the 


materials: 








d i s tas tef u I 


I 


2 


3 


h 


5 ' 


enjoyable 




number 




I • 


10 


19 


10 




mean 




percent 




2.5 


25.0 


'♦7.5 


25.0 




3.9_ 
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Teocn^rs assessed tyhe utility of th^units as significar^ by placingf 
all of their responses in the 3~5 range of ^ five-point;' useless- 



useful scale, tlinety percent of the 
ranc}.e: | 



I r re 



ponses fel I . iij, the kS 



I 



useless I 


123^5 useful 1 


\ 

number 
percent 


1 




10. 0 


17 


h7.5 , 


■ 11 

rjean 1 
T: ^ 1 



Reactions to the clarity of the instructions and exercises (30^ of 
the responses in the range of a five-point confus ing-clear 
scale) were generally positive. Where specific suggestions were 
given, materials wer^ modified^ to obtain further clarity. 



confusing 1 


2 


3 


k 


r- 
J 


clear 


number 
percent 


4 


k 

10. 0 


7 

17.5 


21 

52.5 


8 ' 
20.0 


mean 
3.8 



All participants indicated that they felt the unit objettives were 
met by responding in the ^-5 range^of a five"point no'^yes sc^e. 

-1 5~ 



no 



3 



yes 



' number 
percent 













1 










17 


mean 








57.5 


■'42.5. 





The .evaluation exercis^es written Into each, unit were felt to be' 
helpful in assessing whether or not unit objectives v/ere inet in 
87.5^ of the cases (scoring ^-5 on a five-point no-yes scale). 



no 



yes 





1 ^ 




■7— 






• 


nuqjber 




2 


P 




• 19 i 


'mean ' 


percent 
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^5.0 




^0.0 


^7.5 j 
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. Format, Editing, andPrinti/hg - ' 

The Format r Ed i tii/g, and Printing Commijitee was est^lished 

. ' • ^ ^ 

to complete thB^final stages of the Competency-Bas'ed .Trailing 

Program and to organize and Qdit the, final report. The committee 
was chaired by two participants who shared the responsibilities 
of preparing the CBTP for publication. 

I. Format Procedures * * ' 

\ , The format was developed by the committee in conjunction 
with the Printing Office and the Department of Instruction. - ' 

The format for the Individual units was developed try the 
connittee. \t was declded/that each unit should Include the 
f6l lowing components: objectives; Introduction'; learning activi- 
ties; and evaluation activities-* 



The format for^-the flja^l report was developed also by this 



commi ttee^ 



2. Editi/ig Procedures 

After each unit had been field tested, it was evaluated and 

ft . - 

revised by a sub7Conmit tee of four. This sub-committee was composed 
of the co-,chai rpersons , the primsiry author of the unit to be edited, 
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anj one other ncnber, foch member of the-tBTP comni t tee .had ah 
opoorturiity^ to serve on this yub-conimi t tee . . > / 

The rcsponsfbi litio^ of 4tKJ5 conmittee were to evaluate and 
r'evise each field tcsted/init to* insure consisj^ency of structure 
tnrou^hout the projran^ The comni'ttee prepared a final draft for 
t/pin<^ follofcr/ing tlic/prescri^bed format and proofread each typed 
unit Dcfore sending the fjnal proof to the Board of Education 
Printing Office for photo-printing. 

The Sijb-commktee met at various times for the purppse of 
editing and proofing the units and the final report.^ (See»- appendix 
1^ on page 7^.) ' ''^ / ' 



* , • 3.* Pninting Procedures - , / 

• • To determine the. format for printing procedures, it was 
necessary to meet with thji printing' foremSr^ on seve ra Toccas tjDns . 
Proper, format and procedures for submitting work for prin^tii^g were 
established, A member pf the C3TP committee served as liaison with 
the print ing of fi^e. This person's job v/as to arrive at an agree- 
nerit as* to the tyde of print, to be* used, ^'-the type of paper to be 
used, the forrn^ to follow, and the number of copies to be*printe<J. 
Arrangements were made for the proper procedure to submit finished 
work for photo copying and for delivery of the finished product. 

■ - r ' . : : 



Chapter III 
RESULTS AND C«NCLUSIONS 



Results . / ' V * 

. ^' . . ■ / ' ■" 

Tne practi^um objectives were met as thie following summary 
of results shows: . ' 

1 . Practicum Otyjective ff] 

T.<l' COMMITTEE WILL COf^STRUCT A TRAINING MODE! AND TRAINING PROGRAM 
APPROPRIATE TO THE IDENTIFIED NEEDS. I 



A, Concurrent Development of Model and 



Program 



/ Development of the model and the specific t.r a i n i n g pvogvom 
for dep^artment chairpersons and other resourc^ personnel were planned 

to occur concurrently so that feedback on the ^^individua 1 components 

/ 

of the system could be used both to rnake modifications to the units 

and to perf^.ct the model, 

The model consists of a set of abstractions and generalizations 

derived from and applied*to the s peci fi c pro^yrom ^whi ch was designed 

to accomplish concrete and specific purposes. The validity of the 

^rnodal for program^ develo^ent is attested to t^y the field test res- 

ults. ^Its vali^di ty' for program effectiveness must await the specific 
. . . \ 

evaluation of the program after it has been implemented. 

B. Description of the Model 

' The Competency-Based Training Model consists of three ^ . 

interrelated elements: 
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1) Identif icatidn of .Competencies - The 
identification of competencijes Vhich are to be part of a program 
built upon this mpdel ought t;o be: 

^ • derived from the job description of the 

^ « target 'population 

\ 

\ • related to the roles now played by members of 

• the target population as well as to the role 
expectations for that population 

• be verifjed through con>€risus of those s'erving 
in comparable posit Ipffs and ^heir superior's 



2) Unit Design - JH^ design of thel training com^ort^ 
ents (units) of the program ot^ght ,to include; 

coirtent bas^ upon a single broackcompetency 
area as identified 'above 



specific objectives, stated behavioral 
terms, whi^ptKWill be readily understood^ 
members^f the target population 



V V 



• activities designed to assist trainees in 
/ developing increased competency through 

attainment of the unit objectives 

y • activities that can boto^rformed ' individually 
or in small groups Ij^^der to allow trainees 
to proceed;,at their own rates 

• activities that are multi-level (i.e. that can 
be performed to different degfrees of depth 
depend ing .upon; the trainee's [prior experience 
and background) 

• activities that proceed in a developmental^ 
fashion .toward the acqul si tion >of increased • 
skills and competencies 
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• evajuatiofa activities tha\twill provide 
evidence of the traihee's competence in the 
content speci'fled by the linit objectives 

3) /Management System - The system used to administer 

and manage the training program ojght to insure that: 

• trainees will\be assisted in selecting oniy 
those training components that are reasonable 
and possible i\or them to use effectively v/i th- 
in convenient, time frames 

• trainees will be gi.ven the opportunity to 
substitute activities for those prescribed if 
t[ie\new activities can be shown to be more 
effective in assisting them to meet the unit 
objeictives 

• coiiipotencies are to be certified by an ^^ 
admimistrative official who has the responsi- 
bility for the professional rating of thl^'- 
trainee 

m the administrative official who certifies the 
^ competency of a^trainee is assisted by (a) a 

training ad\f>5or we 11 -versed in the program 
component and, (b) is provided with tools to 
assist him in this task 

• a, standi.ng committee of the training advisors 
meets regulariy to monitor the program, deve- 
lop policy for its use, and make necessary 
changes based upon feedback from the trainees 

C. Desjcription of the Program - - ' 

. * The Competency-Based Training Program for Department 

CtUi i rpersons and Other Resource Persor^nel was^> deyelpped lisTng the 

specifications described in the^ modeK^ The following excerpt f rom V 

• the '*CBTP - Program Guide*' will clarify some of the features of^^ — ^' 

the program: ' 
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^ Somo Chax^ae tePistica of the Program * 

^ 1. COMPETENCY BASED - The program is competency b^a^ed in. that 
specific competencies were identified by administrators and teachers 
Lie being nca^'ssary io the functioning of ^department chairpersons under • 
their new Job descript-ton. The program also borrows some notions 
from the CBTE (Competency Based Teacher Education) , movement in that 
i^redit will be^ixwarded to participants upon their certification of 
competency in the various units independent of the ^amount of time 
that\is spqnt developing the specific skills and knowledge which 
make up the broad competency areas. ^ 

2. INDIVIDUALIZED '-^ The program is individualize 4 in .that you 
arc able to assist in the selection of the units that will mxke up 

r^^uour p^sonql training program/ You will^ with the approval of your . 
p4*incipal and training advisor^ select from one to eighteen units^ 
or competency areas that you feel are most urgent for you to pursue 
*at the present time* You will also have the option of redesigning 
any or all of i^fie units that you h^ave selected from the program if 
you feel yoW'can come wp with movt relevant and personalized activi- 
ties* This would^ of couroe^ need to be done with the approval of 
your principal^ and training advisor* (We encourage you to do this— 
ije wafit the program to be an exciting and positive way for you to 

^ grow professionally and not ^a series of hurdles .for you to leap!) 

Z: SELF-PACED - With individualization corses self-pacing. 
Once^your tailor-rr^ade ;program 'has been approved and a reasonable 
time-iline for completion of the units has been established^ you are 
free to determine your own pace. You may wish to work on units one 
^at a time or workmen several at 'the same jtime. For^§our convenience 
arid to entourage you to^complete the '^exergises at )s( reasonable pace^^^ 
your contract widl be broken into semester segments^ Additionally^ 
you wil\ be^ contacted by youA^training advisor at least quarterly. 
Whenever you complete a segment'' of units^ you may request a certifi- 
cation of competency conference. 

^ pt' 4. FLEXIBLE^- J is yo]i can readily grasp f^om the foregoing ^ 
discussions^ the program has a great deal of flexibility built in. 
We recognize 'that individual participants will approach this program 
with a variety iof bachgroundbj experiences^ ways of learning^ and ^ 
needs ahd'*have sought to take ,th^ae in£o account as the program was 
being developed and as pr^^aedtlres were adopted. We invite yoxn^ 
corrmentSy reactions^^'td jsriticisms of all phases of thevi^gram. 
Th^^^developers andtra'^^ning advisors C)ill he meeting a^tieast monthly 
to review the selectiois^ progress^ and comments partidipants. 
We want to keep the pi'dgram icp-to-date and responsive to the nee 
of those preparing to cssume the instructional "improvement a; 
instructional managemert roles necessary to the functionjAxg of a 
first-rate schodi system. . - - * 
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' * u. Program Development 

/ ■ " 

AleecJs assess/nent activities v^ere performed as described in 
an earlier section. The resulting consensus was used as a duide 
for developing units, The competency area of "management tasks" 
was uroken dos/n Into more specific areas of "v/riting," "interview- 
inq/* "orienting new teachers," "budgeting & requisitioning," 
"t intc .ut i 1 izatioa" for e'ase of handling by participants. 

Object ives- were wri tren and units were developed by the 
practicum group using the model elements as a guides UnTts con- 

sist of dbjectivcs, exercises7 and evaluation ac^tlvi'ties. A rigor- 

♦ ' ' ' * 

ous process of unit review and field testing assured consensus, 

efjfeQtiveness, and compliance with th^ model elements. Eighteen 
cJmpetency area units, were produced as well as an introductory 
program guide. , . . 

A management system uas established, again withip the guide- 
lines of the model, to administer and manage the program. In order 
to'^interface with th,e existing credit structure, an hour-value was 
estat)lisned for each unit based upon fifeld testing resulijs^ These 
hour-values,^ when added together and divided by 15, would Indicate 
the number of credits to be granted by the Maryland St^te Department 
of Education as approved worjishop credits. 

3 
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• . 2 . P racti<:ufn' Object i;ve ' , ' ♦ . - 

* < **. * * 

ALL'OF THE UNITS WILL BE Fl^VD TESTED AT LMST OMCE; THE MAJORrlTY 
OF THE WITS .VILL,dE FIELD TESTED AT. LEAST ICS. • , ^ , - 

Tiic*«%ufnbe^ of field test situations yarie/J depending <jpon 

itve structure-of \tlie' uni t, the' un Iqaeness of. its approach / prqblems' \- 

anViclpated through the c^niittee's ci^it\l<^ar r*evi'ef;, and t-fie avail 



f,ield tUst 



/"abn\ty of f,ield test volunteers. Each unit received at' least one 
field V^t^ The average number of field test^si tuations for each 
uni t was 2.2. 

Field testing results indicate thp units' effectiveness in 
helping trainees to meet their coaif)etency objectives. These results 
also ^ce an indicator of the probable success of the management 
. ' • system since some of the\lements of this system were present in 

the field testirtg si tuations--trai-ni.ng advisors, practicu^n devefop- 
ers acting a? the management commi ttee, and trainee sjelection of 
units. . . ¥ ^ 

■ / . 

^ . The results indicate the field testing participants' ' 

evaluations of units andj,Jheir general reactions to the program. 
As such, they represent the. major portion of the formative evalCia- 



tion of both the model dnd the program* 



\ 



A sdmna^ ^f the results indicates that the fdl lowing 
practicum objectives have been met: ^ 
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A. Practicum Objective #2.1 . r » . 

AT LEAST OF*THE FIELD TEST PARTICIPANTS SHALL RATE THE Uf^lTS 
IN THE tilUDLL RA'IGE (2-4)'0N A FIVE-POINT EASY-DIFFICULT SCALE. 

Results show an average rating of 2.8 for the units on this 

scale witfi Zl .3X of the responses falling within the target range. 

\ B. Practicum Objective §2.1 

AT IV'^^yi OF THE FIELD TEST PARTI C I PAiJTS SHALL RATE THE UNITS 
i'J THE 3-Os>RA.IGE OF A FIVE-POINT fNJOYADL^J STAStI^FUL SCALE. 

The me^n rating given on this scale by ficldi test partici- 

pants was 3.9;^ 97.5%,of the responses fell within trie 3-5 range. 

C. Practicum Objective #2.3 \ \ 

AT LEAST 75^ OF THE, FIELD TEST PARTICIPANTS SHALL" RAT£ THt'bNITS 
\^1WI 3-5 RANGE 0F"a five-point USEL^ESS-USEFUL SCALE. 

Field tes? Oarti ci pants gave the unit? ^n average rating of 



h.k on this scal-e. All of the ^responses fell vyithin target 

range, and 90"^ of these were in the A-5 range. * . ' 

D. Practicum Objective §l.k ' 
^* ' • ^ . ' 

-AT LEASIUSI OF THE FIELD TEST PARTICIPANTS SHALL- RATE THE UJllIS 
W THE 3-5 RANGE OF A Fl^-POINT COMFUS ING-CL€AR\ SCALE. 

.Ttie average re.sponse^iji this category was 3.8. Ninety ' 

percent of the responses were ii^vthe 3*5 range. AS' was Indicated 

earlier, wherfe speci fic suggestions were given, materials were. ' 

modified to obtain furthef clarity. 
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_ E. Practicum Objective #2.5 

AT tEAST 90^ OF THE f lELO TEST PARTICIPANTS S4iALL RATE THE UNITS 
IN THE 3-5 RANGE OF A FIVE-POINT N>0-YES ^'OBJECTIVES-MET'' SCALE 

Responses in tKis category provide an evaluation of the 

effectiveness of the units in helping participants meet the state 

objective^. The mean rating was 4***, and all^of the responses^ fell 

wi thin the\ A-5 partge. 




Practicum Objective W2.6 \ 



^ * Practicum Objec^ 



^ AT LEAST 90^ OF THE FIELD TEST t>ARnV: I PANTS SHALL RATE^ THE UNITS 

THE 375 RANGE OF -A FIVE-POII^T. NO-^ES "EVALUATION SECTION HELPFUL" 
SCALE. ^ 

The appropriateness of the, units'* evaluat'ion activities were, 
gjven^i avej;:age rating of ^.3 by f^e^ test participants, Nine^ty- 
, fi^^lpercent of the ratings were within the target range. / 

Unanticipated results taken f^m the "Participant's Evaluation 
Form*' indicate a surprisingly consi^teOit indication of the amount of 
tim6 necessary to complete each unit. Also, the lack of significant 
suggestions for additional content are some indication o.f^the units' 
completeness, 



S / 
3. Practicum Objective #3 \ - / 



-THE PROGRAM WILL BE OFFERED ON A VOL^TARY BASIS TQ^I'NTERESTED 
PARTICIPANTS ^ PART OF THE SCHOOL SYSTEM'S PROFE^IONAL DEVELOP- 
MENT PROGRAM. • , ^ ' / 



• ♦ An announcement of the Competency-Based Training Program" for \ 
Department Chairpersons wds included in thel school system's Professional 
Development Workshop Bulletin for the 1975-76 school year. 
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'Tne implenentation, administration, fOrther developnent, and 
evdluaN^ion of tlifs program. Is the sub/ect of the Maxl II proposal 
of t^i s tor^ni ttee*s chairman. 

*- . ' ' • 

Practicun Cbjecflve §k 

T.)t P-^JGi^AM ./ILlW approved BY THE HARYLANi) STATc UEPAHT/IE.IT OF 
tJoCMTlU.J FOk PROFESSIONAL DEVELOPMENT WORKSHOP CREDIT. 

Tne entire plan hss been, presented and approved by th^ 

.'Vir/lvid State Depa^ment of. Education. (Appendix item 0 on pages 

/ 

/ • , 

Conclusions . , 

7 • r. • . 

/The Compe.tency-Based Training Model seems. to»be an adequate ^ 
and effective strategy, for developing a specific Competency-Based* 
Training Program. ' ^ ^ , • . - 

A training program developed using this model should be ar> 
effective way of increasing trainees-* specific conpetenc^ies rehated* 
to instructional improvement and ins tructi on a/^^ management ta&ks. 

Since^the additional resources needed to develop* and implement* 
sucn programs within school systems are *mi n i.ma 1 , th'e programs sq 
developed should be cost-effective and be^ repi i cab le wi tiypinimum 
expendi tures. 
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General Responsibilities of Hova participants 
All of the participants were Involved witn tlie CUTP Proyrarp 

4 • 

from its inception in 'April, I97^i through implementation in 

*f> ^ ♦ 

Septe'ibfer, 1975. Duties included attending general session meet- 
' c 

^ngs, working on various sub-commi t.tees , reviewing all units 
developed, participating as training advisors for the field testing 
of units, consulting on development and revisions to units, parti- 
cipating in the editing, prpofing, and the writing of the final 
^report. 

Each yova participant had specific responsibilities in 
developing the CBTP Prograpi, They are as follows: 

Frances N» Bing^ » 

r , • 

Primary responsibilities included Setting 'Up. cri teria for the 
project needs assessment and the presentation to and coordination 
of assessment procedures with the Area Directors and Associate 
Superintendent. 

J^espons ibi I i ties also included authoring sections of Chapter I 
and "Jeeds Assessment,'* ''^Surveys/' and "Keeping Needs Assessment 
Current'* in Chapter II of the final report. Mrs. Bingen authored ' 
Unit G, "Developing Curriculum- Knowledge," and adapted Unit D, , 
VThe Professional Conferente," f rom Champagne and Morgan'j 
Supervision Guide . 
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Neal V. Fertltta 

Prinary responsibilities included maintenance of field test 
data, records, preparation of reports on field testing for school 
personnel and the Committee, and devising^forms for display of field 
test data. Mr. Fertitta authored the section entitjed "The Process 
of Field Testing" for the final report. 

Txespons ibi 1 1 1 ies also inchjded authoring of Unit E, "Identifying 

0 ' * 

T ■ 0 / 

LearnTng Resources," and adaptation of Unit H, "Improving Relatioaship 

Skills," fr<5m Champagne and Morgan's Siipervision Guide . 

, ♦ 

/ John W. /IcCorkill 

Primary responsibilities included co-chairmanship of the 

« 

Editing Comni.ttee, development of the format for printing, liaison 
for theyPrinting Department and the C3TP Committee, and the assem- 
bl inland distribution of the fJni.shed product to appropriate staff. 

kesponsibi 1 i ties also included authoring Unit L, *'The Master 
Scnedule;" Unit M, "The Department Schedule;" and adaptation of Unit 
R, "./hat Goes On In d Group," from Champagne and )^1organ' s Super vis ion 
Gur>de . . , 

Xlohn J Matarel la ' ^ 

Primary res ponsTbi 1 i ties included the;, general chairmanship of > » 

the CBTP project,/wri ting and distributing* of the'minutes, liaison , 

/ * / ^ ^ . ^ 

v/ith the school/ system* s administrative staff , organizing the 

/' 
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\ 

scheduling of field testings, assignment of training advisors, and 
providing for^is and reports for committee activFties. 

Responsibilities al^o included the authoring of the 'Trogram 
Gui4e;** Unit 0, ''The Organization and Operation of Anne Arundel 
County Public School s;^-and "Results and Conclusions" section of 
the final report* 

Ri chard Mi Ibourne , v 

\ • 

Mr. Ml Ibourne coordinated the effort for securing of Maryland 

\ 

State Department of Education credits for the Competency-Based 
Program. He authored the Philosophy section of the final report. 

His responsibilities also included the authoring of Unit A, 
'^Se I f -Assessment of Attitudes by Educational Leaders ;" Un i t 'i, 
"Evaluation of Learning;" and the supp lement ,,to "Evaluation of 
Learning," Q-S. 

James K. Sledge * 

' Primary responsibilities included co-chairmanship of the 

Editing Conmittee and authoring oJf the "Abstracts" and "Introduction" 

of tbe final report. 

Other responsibilities included authorPng Unit I, "Writing as 

Communication;" Unit J, "Interviewing Prospective Personnel;" Unit 
ft 

K, "^lew Teacher Orientation;" and adaptation of Unit N, "Selecting, 
Planning, and Evaluating My Use of Time" from Champagite and Morgan's 
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Michael E. jTrippett 
Prf-ftiary responsibilities included setting up, criteria 'and for* 

it 

oordination of the development of the certification of competency 
instruments and procedures with the' Area Directors and Associate 
Superintendent • Mr, Trippett authored '^Procedures for" Developing 
Units** in th.e final report. 

V Responsibi 1 i ties also included the authoring of Unit^O, 
•'Departmental Funds and' Expenditures/* and adaptation of Unit C,- 
*'Haking vClassroom Observations," from Champagne and Morgan's 



Supe 



Guide. 



01 iver B. V/tttig, Jr. 



Primary Vesponsibi n ties included the research effort for. the 

project involving an ERIC search,' preparation of a "working biblio- ^ 

\ "/ ' , 

graphy** for partXcipants , and compilation of the bibl lography fdr 

\ » , ' > ' ' 

the VProgram Guide*' and Maxi I report. ' ' \ 

Resports4^i i i ties also'included authoring Unit F, "EstabTl i shjng * 

Goals, Objectives, and Priorities," and Unft.P, "Understanding Your* 

/ 

School Community." ' ' . ^ 
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^. '^NNt ARUNDU COljiNTY PUBLIC SCI^OOLS 
TO Area Directors', Principals, CoordineOors' 



memo 



SUBJECj; 



Survey 



. FROM 
DATE 
COPY TO. V 



John J. Matarella^ 
ctoter 23, 1974 




As a member of a cpmmlttee which is attempting to develop 'A » Competency- 
' Based Training Program For Department Clkirmen an4^ Other Resource .Personnel , I 

requbsting that individuals who work with such personnel Idok ov^r the following 
list of braad competellcy areas which have been tentatively Identif 1/ed by the 
// committee as being a/propriate for/ the development of one or more Jtraining modules: 

A. Self-assessment of attitudes 

B. Organization and Operation of'^Ke Anne Arundel 
!!ounty^ Public/ Schools (overv: 

C. V Classroom observation techniqije's \ \ 

D. I^plding conferences with teachers \^ 

\' 

E. Id^tifying learning re^ources-^ personnel, material, 
eiiuipment > \ 

F. Establishing goal^, objectives," pflprities 

9 * * \ 

G. Developing curriculum knowledge 

*i * 

H. ^; Improving relationships^ skills '/ ' 

r • . • * 

;I. Management tasks- budget, inventory, purchasing, etc. «^ 

J. Understanding the school community 

K. The evaluation of learning 

S ' ' ' ' 

L. Working witlv'^and in groups i' 

. If you can add any broad areas to this list, or if .you would care to 
comment on any of these, the committee would very much appreciate Hearing from 
you I 



Address all replies/reactions to: 



John J, Matarella 
Area I Office 




Howard N. Hall 
Associate Superintendent for instruction 



ERLC 
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APPENDIX B (cont'd.) 



ANNF AWUNOhL COUNTY PUBLIC SCHOOLS 



Ar^a Directors, Principals, Coordinators 



SUBJECT . .Survey T 



ITfi6ITIO 



FROM. ^^s. Frances Bingen 
DATE October 23, ,1974 
COPY TO: 



c . As a mt^mber of a committee which^ is attempting to develop A Competency- 
Based Trainin g Program For Department Chairmen and Other Resource Personnel , I 
am rtH:;aesting that individuals who work with such ^)ersonnel look o^er the 
following list of broad competency areas which have been tentatively identified 
by the committee as 'being appropriate for the development pf one or more train- 
ing modules : ^ 

A. Self-assessment 5f attitudes • 

B. Organization and Operation of The Anne Arundel 
^ County Public Schools (overview) 

C. Classroom observation techniques' 

D. Holding,, conferences with teachers 

E. Identifying learning resources- personnel, material, 

^c^uipm^nt^ . ^ 
* / • * • 

?/ Establishing goals, objectives, priorities 



/ 




G. Developing curriculum knowledge 

» . • 

H. / Improving relationships skills 

i' * • • • • 

I. . Management tasks- budget, Inventory, purchasing, etc. 



^ 7 



J. Ikiderfe tanking -the School •cotranunity 
k;' The^val^ation ot learn^tig 
Working with arid in groups 



>/ 

/ 



If you calj^^d any broad areas to this li^t, or*if you would' ca.re^ to 
^copment on any of these, the committee woulc^ vety inuch appreciate hearing from 
you I . ' > . 

.• jAddress aXl rep|.ies/reactions to: .Mrs. Fc^nc^s Bingen' 

v 



. Manor View Elementary School 



v-v. » , 



APPROJ/ED: 




Howard N. Hail 



' AiSfcpciate Sup^intendertt for Instru^ftq 
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TO 



APPENDlJf B (cont'd.) ' 

■ - / \ . 

AnNNl ARl Ni)n COUNrV PUBLIC SCHO(^LS ^ 

Area Directors, Principals, Coordinators* 



/ 



SUBJECT , 



Survey 



FROM Richard Milbourne 
DATE October 23, 1974 
COPY TO 



As a mcnber of a committee which'^is attempting to develop A Competency- 
3a:>cd Training Program For Department Chairmen and Other Resource Personnel , I 
ar* rcqucotin^ that ifidividuals »who wqrk with such personhel look over the 
following; list of broad competency *areas which have been tentatively identified 
by the comraittet^ as being appropriate ^for the development 6^ one or more 
training modules: ' . ' . 



'3 



A. Self-assessment of attitudes 

B. Organization and Operation' of The Ann^ Arundel 

County Public Schools (overview) 



C. Classroom observation techniques 
Holding conferences with teachers 



. E. Identifying learning resour-ces-, personnel, material, 
equipment ^ 

F. Establishing goals objectives, priorities 

G. Developing curriculum Ijnowledge 

* » <i 

H. Improving relationships skills 

I. Management tasks- budget^ invBntory, purchasing, etc. 
J, Understanding the. school community 
vK. The evaluation of learning 
. L. Working with and in groups 



If you can add any kroad areas to this list, or if you would care to comment 
on any of these, the* committee would very much ajxjJreciate hearing from youl In 
addition," if you would lilce to suggest aqy units that might be developed to, meet 
specific ai'ea^needs* or policies, such suggestions would b^ welcome, - 

Addfess all* replies/ reactions t;o: Richard -Milbourne^ 

Area IV Office ^ , n 




Howard N. Hall 
Associate Superintendent for Instruction 
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APPEMDIX C 



NAME 



UNITS C0':?LET£1> BY .BALTIMORE CLUSTER MEMBERS AS PART OF THE SU,PERtlSION MODULE 
An" Kfir)e Arundel County sub-group t\s proposing to develop la CC^ETEHCY 

3Ac:o tra::::::c PROGRAt'.joR^EmBrmiT chairmen and other resoOrce pbrsoiwel as 

a'.'y.,Y7 I oracticum. We have receded permission from NOVA to pattern our 
progran aftlr the SUPERVISION KODULE which the cluster has recently completed. 
It is our -^ntention to modify the bas.ic structure of that program and utilize 
sor?e of the materials contained in it to develop certain- ^Kills and ^competences 
.that we will- identify as part of our practicum effort. - /' 



You can be a valuable -resource to us tn that you may have had ih-^iepth 

exper fence. with one or more of the units whic^ rpembers of our group might want 

/ > . ' ' • '"•/"■■• 

tc.use bat v/i^ vpch they rfid "not work*.' ' / - . ' • ' 

/ . ■ . . 

V;e fiave/insted on the' reverse side of this sheet the units from the - 

S'JPZRVisiOrJ mouLE along with the letters "W" and "M" in tfie response column. 

/; • > 

Wo would appreciate greatly your indicating the units vfith. which yoif v/orked 

by circling "W" for the units you completed as written or beside the- units 

that you mod"ified and completed% . • ' ^ , . 



Menbers of our gr.oup will be^ contacting you to discuss your reactions 
to units and any suggestions you might have for modifications to those units, 

(If you feel you will need to take this form home to complete it, plefise 
request a a tamped envelope from J. Matarella.) 



Return form to; 
John J. l-^atarella 

Artne Arundel County Public Schools 
• First Avonuo & "A" Stree,t' \ 
Glcn-Curnic, Maryloncl ^1061 ^ 



Thank yoji^v^y much for your cooperation! 
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APPENDIX C (cont'd.) 



Tide 



; ResponsV 

"-.cj a oroup i^gecner w/ ' 

l.-^at's* nappeni'ng Here 



UNIT 



r W.. 





















Title 



Response 



Se^f-As30%srcnt of Attitudes 
*?>o'.atior.sr.ips, and Flexibility 



1^. What. To Do Until The Doctor 

Gets There ^ W..M 

20. Case History of an Instructional Con- 
.^sultant in an Urban' School System.. W..M 

•; / 

21. Rationale for Supervision.;.'. W..M 



1 I I • 5u ? 



Tor.sr.ips, and h.iexibii Uy 22. Workshop for 'Creating a Supervisory 

?orvui-on..; W..M , - ■ pregrafli ; 'T.';.W..M 

, 23 . Gr ou p Suppr V i si o n . I : ;../4 .W . 

24. Goad Oriented SOpervisior^. ; W..M 



Gv^'^.cra'ting a Plan tor Sel^f -Improvement 
for Sucervisory Practices. [?ased on i \ 
rcccqacK fro.-n Sjporvisees and ^ . *j 
Significant Ctners^. .\ . . .,>W. ;M 

I'iicit'inj arJ Receivincf Feedback ^ 
rrc;r. Gtr.ers ........ ^ ^ ^ W. .M 



Iccnt^fying ana Planning •Supervise^ . 
Str^te^^es Lasod upon afn Individual's 
-mnios and Strengths.^ (%/.W\.M 



Xaking Classrooa Observations W..M 

diagnostic Supervision; W..M 

\:r.zz Zo : iau When I Write .It ^Oov//i? 
Goservation Reporting forms. ... 1 .. .W.'.M 

V 



>.no Tand^What Do I Staiid For?..W..M 

.w..h' 



Tr.e Organization of Supervisory 
Systems. . 



-7 

7r.c Supervisory Conference .-..W.,M 



V 



Intervention Style .W. .M 

ru^io Tape Analysis of Supervisory 
Tapes W..M 

lr,h helping Relationship W..M 

Tne Collegial Relationship W..M 

Zonca*s-'*-v«irk^ A Review W./fl 



25. The Skratk Adaptation of Behavior 

" Modification Techniqu^ for Changing^ 
^ ' Teachen Behavior ~ Supervision 'by 

Re i nf orcemen t /. W ...i4 

26. Selecting, Planning and Evaluating" 

Hy Use of Time./ , W..M 

27. Assessment of ^eeds and Establishing 
Prprities W-.;M 

28. Planning for Changes. ,...M.M- 

29. The Literatur.^ Source .W..M 

30. Writing as Cormiunicatjon.^ W,..M 

,31. The Processes of Decisipn ^cing..^..M* 

32. Decision-Making ip an Organization. W..M 

33. Chancje Strategies ..W..M 

34. Brainstorming V. W..M 

35. Present Skills — Needed s&fs....W..M 

36. Sharing Information ^.W..M 




\ / 

APPENDIX D, 



j\ ANN I 



\NNbXRUNl)l 1. COUNTY PUBLIC SCHOOLS 



1:7 



to' ^vtTo-u ;V'|j.irC oiu Clioiri'on ; . . . FROM Coinpetency-tJaseo Trulning Prog, 

.froi, (. ct i vo .io;>.»rtncr.t CiiniriK'n ' 'r,ATc' ' Committee ' '• 

* DATE . 

SUBJECT Mcio-tostin; of Conipctency Units fron the COPY'TO rinGO^^al^ Directors 
oroDoso i- O«:pv)rtront ClKiirnon Training Progran • ' . 



- utt^'C is currently vK^rkinq to" prpdiice a new kind of trainino projr-^frr^f or Oepartment > 
v^\ir.■c.^. iVo^r/^i s-^oci f i co t i ons cd 11 for it to bd^Jiighly i nd i vi <Jua 1 i zeJ / coripetency- 

'c'j^^, oij effective *ii Jevclopin'j skills jointly identified by tlie individual pantici- 

'^M, -is princ)\">.^l , ond a trainin^j advisor* 

eo cc^lcteo, \x is expected .tiun tiierc will«be three phases to the program: 











1 1 












1 1 1 



. . jr.rti^y^wit, 'lis principal, and a tvainiaj ddnicov i^ill Jovntlj perform 
:^^Jt^-^.wc3c:'iv:tra3tivitj and oelect appropriate^ units from tne projrcun 
^cv,<v\) rn(^difj others as needed), Tn^ selected units will then oehome 
t.: .)p'j'*ifla training vro(jra;i{ fdr t*iat participant, . y^^^^^'^^ ' 

. .zrticipa>iL 'jCLl perform the aotivitico a>id ^xercises that uave bebn 
c cjlfi:^ in i^d/.pi.: /. Hc will perfortn these .indiviaualVj oi* in small 
proupo i^lti otficr' participants as ap^propriate. The units or projra>n maj * 
. "fuvtiicr modified gr adapted during this p^iqse oy the. participant With 
t'.c z^jrov^ll of !:is principal a>^d the training advisor. 

_ cor*"i^leiioyi of tfie pre'scribed linitSj the participant Dill meet wtt'n nts 
..^iK::ip.zl'Lznd training advisor. \After ec:anining any products developed 
Lj tic rdrticivant during tne cours^e of his activities ^ ^and after discuss- 
Ikj jitK tie participant activities undertaken as part of -the^ program y tne 
^i^inciJal ji* 11^ cither certifj tne participant ^'s fio^npetencj in the skUI ] 
j^rcao gf t'ie\tarjet uniis^ or. will (^ith the assistance of the training 
'< lJisov) prcr.cribe additiohaliactivities .or exercises within th^ scope of - 
t».e tar^iCt donpetancies that had b^een determined in PHASH I. 

a?i ifiiividual's competency in the specific target areas nas be^n 
c:rtifi^d Ij the prindipaly the participant^ would receive a set number of 
,,Jj^^'Jork3hop ^crqdiiM^( dependent upon th^ number and kind of units complete- 

J . de wofild also J^cbnsidered as having completed the "workshop for 
dc^artry^fit c'lairmefl ' qhich would waiVe ^he' requirement to nave completed 
a graduate level course in supervision. And^^it is expected^ he would 

nad t*:c training to enable nim to perform tne duties of a department 
C't^irri^n effectivbly . * ^ ' ^ ' - . * 

T.te ..rOjrarn descriocd above is currently uqder devel opment and v\/i 1 1 be reco™end||ed to the • 
ue^arf^^it of * Instruct ion for imple^ientat ion on a trial basis during the spring. / , 



.3^arc* nov> i\) tne process of *f ield~testing units as they are i^eing 'developed for th^ 
program. ^ * ^ ^ 



..J rire ;5:>i'inj f^^r volunteers from tU6 followjng grbup.$ t<o participate in tne field- 
testing of One or more of the unit^: 



^ \ ^ (over) ^ • / * 



APPENDIX D (cont'd.) 



(I) ^^currcnt dcrxortncnt cnainoen wno do not rr^et the nev/ requirements 

• fcr t.iot posi'tion ' 

U) .current dcportricnt cnairmen wno do qualify out wno wi^h to up-rade 

t .j I r ski 1 1 s . ^ 

(3) £iirrent.ncnDcrs of the teachino staff who are interested in qual- * 
, if/in«j for departmecr^ chai rmenships and hope. to f-ilTsuch positions 

in the future . • ^ ^ ^ 



Suc^ Volunicor^ woulu .^drticipate i^, the^f ield-testing of oneVr ^or e units in the 
rol.ovin; jrc.i*^ covcccacy areas: % * ~ 




So l»f-assoss -.e^t of Attitudes 
; rear, f.zat ion G Operation of Anne 
^ ^runJoi Courny Public Schools . 
Clas^r.-)o'n Observation 
;icIoin'" Conferences 
lJehcif;/in^ Learning r^esources 
Es to:, llshino fjools, objectives, 
k^riori t ieSv 



Oeveloping'Curriculun Knowledge 
lU" Improving Relationship Skills 
I. /ianagenent Tasksl--budget , inventory, 

purchasing, et^. 
J. Understanding tiig School Community.* 
K. The^Evaluation of Learning 
1. ^^Ji^rking i"n"^nd with Group? 
X, Others as needs arise 



, ... .\ ■ 

/r<i activities -on J exercises will be performed by the participants on "their own 
crs wi II. flTcessi tate interaction? wi th others during the school day. 

' » ' ^ • 

^.j voJjntccr to portrcionte in the field-testing, a meeting will be set up wit.h a 
trd.ni-: d-Jv.sor for you. Sucn. a neeting will erKable the advisor to answer any further 

ens you "irt^t nave and to^ma^ch individuals with uni tVjifeeding a field-test 
si t jetioo. * . . .. 

In evinc v.ili a vojunteer be jsked for a commitment of t i me,:arf^ne rgy to this-' 
prjp^ect until ne nas nad an op^tunity to examine the mUeria'ls he would be working 
w I tn . ^ 



r iel<S-tQSting resoonsibil 



i ties wi 1 1 include: 
keeping a record of^ the time spent on the unit 



Wiat 




\ 



recording, reactions' to Ihe exercises' 
naking suggestions fbr the improverfient of the program' 

lu.nteer gain Frorv^participating in the f iald-testing of .thi s projra.n? ' 
If thly^progran proves , out and is adopted, it will -become an alternative 
neanss^f qualifying for the posit-»ion of "department chairman.* Pie la- 
test participants wijl have already completed some of the requirements 
of tne total program. , 

If the program proves out and i f MSDE vi<orkshop credits can be av/arded 
Uk>or» certification of compet^cy by the principal, credits will be 
awarded to the field-test part i ci pants on the basis of the \-/ork they 
did during the testsng. ^ 

At any rate you have gained certain skills and knowledge that 

•have identi f led as being pertinent to the role of ^department 




IF y:o,A?,£ i:;*tKE3TE0 I.N PAftt iTl PAT I !*G ^'N THE FIELD-TESTING OF ONE 0« MORE UNITS OF 
rniG ??jG?An, please fill out the ACC©MP*/y^YI.'IG FORM AND RETURN IT TO THE COMMITTEE'S 
■|£l.O-TcST COORjl.<ATOft VIA Y'JUR PRINCIPAL. 
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APPENDIX E 




I *■« o^>isi1t»'j w i l]^ inc' ilclu (.c'^LuKj of lijc ♦ol. owing urr1^(s/; 



T.^.e SrganliJoUon and Opcroiion of A. A, Co. Public Scnoois 

' m 

i • ' • r.ofsioy Ciosbfoom Obbcrvuilons 

. i. 

» ' Ti\c f?roi"css iona 1 Confcrcr^ce * \ 

iLiCntifying Learning Resources ' ' * 



Est^oiisning Gools, Objectives, 6nd Priorities 
developing Curriculum Know 1 edge TuT^c/^r development) 
-ir.'.prov ! ng Relationsnip Skills 

ft * . 

« 

rt' r 1 1 1 ng a b CorruTiun t ca 1 1 op 
."2 interviewing Prospective Personnel ^ ' ' 
^-3 '«o./ Teacher Orientation ' * * ♦ 

l-^'^r*. T.ie .^.astar Schedule ' ^ r ' . - . 

1-S 'T-le Department Scixedule * ^ * \ . ' ^ 

.-6^ Selecting, Planning, and Evaluating -My Use of TinierD.C, 's onXt/^ 
1-7 Ordering Supplies, Materials, and ^^^r<t( under, d^-^elo-pme^t^ 

Understanding Your School Community" * - * * 



2 <<- > Tne Evaiu^vioo of Learning 

✓ ^"i ^^.Wnat Goes dn in a Group 



^ ....jc orrar.^t; ror a training advisor to meet with me on /ny planning period,,* 
clocr, tir.es: ' . ' * 



rSo-etime Goring the week of February 2^th. 



/'.^TrtiO rO?.M TO YOUR^ PRINCIPAL BY FEBRUARY 19, 1975 



APPENDIX F 



^ - Area I Office r 760-^200 ^ ' U U u w L U 

■ ' , ' N John J, Ma^arella, Chairman 

. ' • FROM' Competency Based Traininj^^ 

DATE Program Committee 

SU8J&CT FielxJ-tes-ting of Competency Based Units COPY TO 

• Than, you very muc^' for responding to the request for particip^to field- 
test ufvits in the program. . \ v y> ^ leio 

( ) Unit(s) .have been completed in the competency area you. have selected. 



^ "^^^^ assigned as your training advisor and 

will be contacting you shortly to set up a 
* , conference. 

^ He/she will brin| a copy of Unit ^ for you to examine. ' 

{ ) We would like you to field-test units in competency area 

■however the spedific unit(s) have not been developed ^o the point wh ' ere 

Ihey ale ^eaSy!' . '° 

^ ^ •^''%T"^^ participants to adequately Afield-test units in the 
competency area(s you selected.. If you*would still like to participate! 
- we need additional field-testing inr competency area(s) 
./^ Please contact me if you would like to work with one of these. * 

Thank you again for your response. 



jm 



ERIC . 



57 



r 



\IOO/l (Nt« 19/Vn 



• APPE.'iDIX G 
GcORG£ FOX M'ilO?. iilG.i - FJ^ELt). ST IN4 - APRIL, 1D75 
TASk'ASSIG^MEIJT CimRT 
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Cnarles 3oxwol 1 
Z/ .uoyer 

£•^--^3' oa'^e or ice 

Eva S. JorJen 

» 

Jeanne volz 
Joyce .*u Spring 

RoDerc G. S touch, Jr. 
lOrra L. orins field 



1st Cnoice ' Znd Cn6ice 3rd ChSice 



P£ 


F-1 




('c-1 & 


Science ^ 


• 

fi-i 

* 




• 


Soc St 


F-i 


1 1-3,6,7 . 


E-1 


"»edia 


4 

B-1 




t 

\ 


PE 


1-^.3,7 


H-l 




Ind Arts 


G-] 


,11-1 ' 


; K-i 


Science 


G-] 


F-1 


i 1-3,^, 


fc 


1-5,7 


; F-l 


|- 

; G-1 

! 

■ 


iMathenat ics 
Spec Ed > 


'1-^,5 
C-1 


, '-3-' 

0-] 

1 / 


i F-l 

1 



Tirr.es Ava>lab\e 




i 



M:30 • 
1:03-2:30 

': 12:30-1:50 
Anytime 

,9:50-10:30 

,1 i 6 

; 1 : 30-2:30. 
9:00-3):^0 
after 12:05 

; 12:30-2:30' . 

! 12:30-2:30 



\ ; 



*Current DC 
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x, . * . appendix h 

compete.'ICy-oAjed'trai.-^ing program 
participant data sheet 











School 




Address 


Address 




*• 






Pr.ooe 


, * Pnone 




«• 


^ - ■ r - 


. — ^ . ■■ y 


^ Suaject(s) te<3cning 


and grade level 




0 trier-^uj ject (s) 'nos 


taught 




Otner grade level:(c^^ 


* 

has taugnt 




• 

.iur^jer of years teacning AACo. 


Maryland 


Colle5e{s) attended: 


Undergraduate 


> - * 




degree ^ 


Major 






hiao^CS) ^ " 




• ** ' * * *. . ' 










';•••»•• • * . » • 


'degree(s) • "/ •' / 




s 


major(s) • 




certification status 


: (Circle as appropriate) 




SPC APC 


+5 . +10 +15 4-20 


+25 -+30 


Are you currently a 


department chairperson? .YES 


NO How lon^? 1 ' 2 3 



If no, nave v^du ever been a dcpartnent chairperson?.. YES NO 

■''"cre? ; •• \ How long? 1 2 3 A+ • 

'* * \ * ' , " 

Planning pcriod(s)* clock rimes / 



b.lT 


1 ^ * ^ ■ ■ 1 

TA^(Gct DATE 


' u ' ■ 

ADVISOR 


1- ' 


; , i — . 

— * 


' \ 

i 




APPENDIX I ■ ' 
■ - PARTICIPANTS' REACTION FORM ' ' ** ' 

COMPETENCY BASED TRAINING PROGR.AM ' ■> 

+ + + + + + + + + + + + + + + + + +*+ + + + + + +<). + + + + + + + + ■»'+•+• 

Soot ion- 1 + ^ "~ ' ' + 

id;:n/ -1- Participant' ^ School " +' 

' + • . ^ ^ — — 

+ Training Advisor I ■ Phone + 

+ - . ^^-^ 

T + + rr + + + + + + + + + + + + + + + + + + + + + + + + + + + + + 

Sect ion 2 + + 

TIML . . + Unit . accepted [}y participant on \ + 

\ N 

r Target completion date - + 

+++++++++++++++++++++++++++++++++++++ 

Section 3 + + 

REACTION > A. How many clock hours were used in completing the^'ercises in + 

+ / thv^ unit? (Include thinking time as well as ^itting-down-and +- 

+ * doing-time.) ' • + 

• , . • • +. 

+^ Did you find the unit: {circle the appropriate number) + 

* • + easy 1....2....3....4....5 difficult ] + 

+ distasteful 1..,.2.,:.3....4....5 enjoyable ^ + 

+ useless 1....2...»3...j^....5 useful V 
+ confusing 1... .2.. ..3.. .14^-. ..5 clear * 

'\ . + . • . • + 

* + C. Do you feel that the objectives written into the unit were met? + 

+ ' ' + 

+ • no' Vi..;2....3...'.4...5 yes + 

- + If you 'responded 1^2, or 3; would you Siiggest that the object-^ + 

+ i^es be changed; or that the exercises be changed; or both? + 

+ + 

+ objectives. . . .exeVci §es . . . .both + 

+ , (Record an^ specific suggestion! on attachments or the reverse + 

) + ^ • s.ide) . ^ + 

+ ^ . . . ' ^ , . + 

'+ D. Do you feel that the evaluation section helps you t^find out + 

+ if the objectives have been reached? j|pj> . + 

+ no 1.... 2.... 3.... 4.... 5 yes ' + 

. , • • * - * ; + 

+ E. Do yoq have any other suggestions for improvement of this unit + 

+ or the traiping prograjn? , * . + 

. + - + 

+ + + +.+ + + + + + + + +^+ + + + + + + + + + + + + + + + + + +4. + + + + 



erIc . . : ■ 
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Competency based training -program 

Suscos\cion,^ for Training Advisors' mootincs with field test pnrticlp;ints 



1. Arrange a time to meet with the participant at his/her convenience. 

2. Meet with the participant, Introdaco yourself, and thank him/her for 
volunteering" io assist with the, field testing of the units, 

3. "Discuss with the participant his/her reactions to what he/she has 
.-already heard about the program ^jroposal and/or field'testing procedures* 

Ask him/her if there are any other questions before you get into t^e 
' specifics of the unit. 

4. ^Fill out the PARTICIPANT DATA SHEET. 

5. ^ Explain the P/VRTICIPANTS' REACTION I?0R>l,^'^4;hat you will confer again after 
\.tbe p«!irticipant has completed- the unit(if hirts^bef ore) and that this sheet 

will serve as a basis for that conference. Malfta^ur^ that Section .1 is 
filled in at this time. . , •^^^ 



6* Show the. participant a copy of ,the particular unit(s) he/she has requested, 
and allow him/her time to peruse it. Answer any questions. k 

7. If the participant deciders to continue, fill in Section 2 of the PARTICIPANTS' 
REACTION F0R>1 - set lip ^'^"tentative target date for the completion of the 
unit. Let the 'participant-know ^;rf\at this is. flexible- we don't know how 
long it should take individuals to complete the activities. 

&. . E^cplain that if we are to^award MSDE credits for, the' completion ^f units 
^ (.retroactively ia the ca^ of field-test participants) the bulk of the 
participants work with unjit^ should be done outside qf duty hours. 

9. As, you are terminating the conference, tl>ank the partpLcipant again, and 
indicate that he/she should feel free to .ca\l you i^f l^y questions or 
difficulties arise. I 



V 
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APPLuUIX K 
eOiMPETENCY-uASCD TRAINIilG P'ROGRAII 
Sites, Participants, Traininy Advisors 



UNIT 




SCHOOL , 


1 

TEACHER 






JPHS • 
AHS 


»Don orothcrton 
rt'ayne ShipTcy 


3 


- 


6PhS . 
BPHS • 


^ Sob Si Ikv/ortli 
Carol Lewi s * 


C 




Lphs 

— - BPilS 
6PHS- 
AHS 
AHS 


Bob Lcwis^'"^ 
Hal Gomer 
.^on Sowors 
Jul ius Angelucci 
.Harriet Grice 


0 

- 




AHS 

3PHS 

oPHS 


John 'fleskow 
Louis Hunt 
Richard Porter 


E 




CJHS 
CJHS 


Maria Kol lar 
Betty Lou Ri ley 


F 




bPHS 
AHS 


3ob Si Ikworth 
Chris^tine Morley 


. G 




GF.iS*-^ 


Pane la Swaggefty 


ri 




, AHS 
i3?HS 

« 


J in Di 1 Ion 
Richard Krannies 


I 

t 




' AriS ■ 

AJiS 
• oPHS 


ln,ge Sergen 
Jul ia Caples 
' Gus Lundqui St' 


J 




ciPHS 
AHS 
MIS . 


Sob Silkv/orth 
Inge Sergen 
Jul ia Caples 


K \ 

e 


\ 


Arts 

AHS 
SPHS 


Inge Bergen 
Jul'ia Caples 
David Smith 


L 




GFJH 


Robert Sturch 


M 


ft* 


GFJii ^ 
GFJH 


Joyce Spring 
Robert Sturch 




♦ 


.AHS 


01 1 ie Witt^g 


♦ 




AHS 
AHS 


Tom riasty 
V/il 1 i am Perry 



TRAI.JIMG ADVISOR 

Fran Uingcn 
Richard ili Ibourne 

John Matarel 1^ 
01 1 ie Wi ttig 

ileal Fcrti tta 
John /latarel la 
John Matarel la 
itike Trippett 
01 1 ie ^i ttig 

Fr.an b i ngen 
i'like Trippett 
Mi1ce Trippett 
ftp 

Jack iMcCorki 1 1 
Jack McCorki 1 1 

John Hatarel la 
0.1 1 ie Witt i.g 

Fran lijngen 

Neal Fertitta 
01 1 ie w'i ttig 

J in S ledge * 

J im S ledge 

Hi chard Mi Ibourne 

John Katarel 
. Jin S ledge 
J im S ledge 

J im S ledge 
Jim Sledge 
John Matarel la 

Mike Trippett 

Fran 3ingcn 
Mike Trippett 

Jo^n Matarel la 

OMIe W'ittig 
Ollie Wittig 
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APPENDIX K (cont'd) 



56 



AHS 
GF^H 

GFJH 
GFJH 
Area; 

5PHS 



f^* C, Boyer . 
Horna ferinsfield- 

i 

Cuorlcs 3oxw6l 1 
Cva uonlcn 
Clancy Gist' ! 

Donna Higgens 



Jack-'(1cC6rki 11 
J iuv Sledge 

ijca^l Fcrtitta ^ 
ileal Fertitta 
Richard Mi Ibourne 

Jim S^-edge ^ 



* . 



ERIC 



o 



/ 



Co'n;:>e tcacy^^ascd Troinin'j Proc^ro!.! 

* r\';OriLZ or pAaTi'ci*^/V:t prcfcssig.ial .u\zxu:.jv\d 



7 



Count/ - 10.4 4 



A. cnjer.;jra<ju^tc JeGrce only - - 
o: onJarGfuduate plus 30 - - - - 
C. .'..issers Oegreer ------- 



23 



•ATiFkCATiO.i STATUS ' 
SPC APC +5 



+ 10 



+15 ' *+20 +25 



20. 



?p:>T.it::iT c.iAiR?£nSo:i £XP£jvr£ucE 

A. ixjmocr Presently in the Position 
J. .*unL^r Years Experieace- - - - - 



20 



- , 1 ' year - 5 

2 years - 2 

4 

3 years - 3^ 
+'» years - 10 
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/. . . appe;^oix m ^ 

Competency Based retaining ^Program 
PARTICIPANTS REACTION TQ UNIT 
Field Testing Data^. 



UNIT - Code 



Title S^J F-AssGSsnent of Attitudes by ^Edur.nf ionnf | o.-xi^^rf? 

/ ■ - « 

^^umber of Participants in Field Test 2 




DATA: (i. Average cfompletion t4ime - 5 hours * ^ 

B* Reafction to Unit: ^Number responses per rating^ 





1 


2'. 


1 " 3 


' 4 


. 5 




easy ' 


• 1 


1 








difficult 


distasteful 












enjoyable 


useless' 










1 


useful 


confusing 






1 ' 




. 1 


clear 



C* Do you fe^l that the objectives of the unit were in^t? 





- 




, 4 


' ^ 1 




1^ 

no t 






1 


^ 1 

' 1 yes 



p. Do feel that the evaluation section of the unit. he].p8 
you to find out if the objectives have been reached? 





1 i 1 


2 


, 3 . 


4 , 


5 , 


4 


no { j 


1 1 i 1 i yes 



E. Suggestions for improvement: 

A summary ^ictivity before t-aking post-evaluatron may be 
helpful. 
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APPENDIX M (ct>nt'd) 

Corapetdncy B^sed Training Program 
PARTICIPANTS REACTION TO UNIT 
Field'Testing Data' 



UNIT - Code A 



Title The jrgon i z«ni on ^an J Operation of Anne ArunJot lu, 'l^u.jlic 



Number of Participants in Field Test 2 



DATA: A. Average completion time - 7 hours 

B.. Reaction to Unit: (Number r^^nses per ratirig) 







• 1 


2 


• 3 


A 


5 






easy 


1 




1 






•difficult 


/ 


distasteful 




/ 


, 1 




— 1 


enjoyable 


/ i 


useless ' 










•> 


useful 




confuting 






1* 


-1 




clear 


C. I 


)o you feel that the objec^tV^s 


> of the unit were met? 








■ 












no 












yes 


D. I 

) 


)o you feel that the evaluation section of the unit hel 
^ou to find out if the objectives have been reached? 












A , 








_ ^ no 




1 


1 1 




yes 



• E. Suggestiijnfi for improvement: 

' If Uie other units are like this one, 1 think the counittec 
is doing Just fine.' 
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APPEWDIX M.(cont*d) 
Competency Based Training Program 
PARTICIPANTS REACTION TO UNJ^ 
# Field Testing Data 



UNIT - Code C 




Title I'.jkiiKi Classroom Observations 



60 



-Nuaber of Participants In Field Test §j 



\ 



ERJC 



. \ 

Reaction ,t(>sUnit^ 


\(Number responses 


per rating^ 




1 


T 


3 


4 


5 




easy ♦ 






5 






difficult 


distastfcfuT 




1 


1 


2 


2 


. enjoyable 


useless 








3 


2 


u^^2f ul 


t confusing 




1 . 




4 




clear 


Do you feel that the oh^^ectives of the unit were met? 
















— ~i 

no 1 




'1 




-ti 




-^es 



D. Do you feel that the evaluationVection of the unit helps 
you to find out if the objectives tf^e been reached? 



\ 



7 















. "0 1 1 1 \ 111 


^ 

3 1 yes 




E. Suggesti^otie foiv improvement: 








\ 




1 think it is well done, meaningful, 


and useful . 






t 




Sonic exercises should be shorfenod. 








• 




Can participaat make observations in 


another school? 










♦ 


o 
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APPENDIX M (coat'd) 
Competency Based Traiiiftig' Program 

P)aiT.ICIPANTS REACTION TO UNIT 

= 1 . 

1^ * ■ Field Testing Data 
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UNIT - Code 



Title T!)c Professional Conference 



Number of Participants in Field Tfest 3 



DATA:^ A,. Average completion time 10 hours 



/ 



B« Reaction to Unit: (Number responses per rating)^ 





1 


2 " 


3 


4 


5 




easy 




-i 


2 






diffif:^uit 


distasteful 










1 


^ — ^ 

enjoyable 


useless 








1 


2 • 


useful 


confusing 




-f. 


■ 


. ,2' 




clear ^ 



C. Do^you feel that the objectives of the unit were. met? 





, i 




4 










1 




, yes, 



>D» Do you feel that the evaluation section of the unit. helps 
you to find out if the objective^ hav^ been reached?^ 







i " 3 








• no 


1 1 1 


— M 




-tt 


yes 



2** Suggestions for iraprovei^entj 



none 
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APPENDIX M (coht'd) 
Competency Based Training Program 



>^ICIPANTS REACTION TO UNIT 
^ Field Testing Data 



l>2 



UNIX- - Code . C 
c* 



ITitle M<)^cif^/>nn lc<irn\n(] Resources ^ 



Number of Participants' in, Field Test' ^ 



DATA 



lA: A. Average pompl^tion time - 9 hours 



B# ^Reaction to Unit: (bhimber responses per rating) 





1 


2 


L 


f ' ^ 


■ 5 . 




easy 


• 

1- 


I 




1 




difficult 


distasteful 


z 






2 




enjoyable 


useless 


> 






. 2 






ccmfusing 








• 1 ' 


1 


^ clear 



C. Dp you feel that fhe ylj^edtives M tflS unl^ were met? 









.no • 




'l\'lV-lr.. 



cr^o that the. evaluation section of tha unit .helps . 

you -1:0 find out if. the obj^t^ive^ have been reached? 





J 1 , 


2 




4 






no j j 




in 


vt 


* yes 



■ \ ■ ■■■ 



Suggestions f(Jr improvement; 
- none 
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• APPENDIX M (cont'd) 
Competency Based Training Projjtfam. 
PARTICIPANTS REACTION^ TO UNIT 
• ^ Field Tea tiiig^ Data 



UNIT - Code F 



Title Estol>l i shinq Goals, Objectives^ and Priorities 

* 

Number. of Participants in Field Test 2 ^ 



• • • 



DATA: A. Average completion time - 7 hoqrs 



Reactioi\ to Unit: (Number responses per rating) 





. 1 


2 . 3 


4 


5 




easy 


* 




■ 1 


1 




• difficult 


distasteful 






I 


1 




enjoyable 


useless 






1 


1 


* • 


useful 


confusing 




1 


I 






clear. 


> 

Do you feel that the objectives of the unit were m^t? 
















— { 

ntK- 1 


r1 


-1 











•D. Do you feel that the evaluation section of tliie unit, helps 
you to find oat if the- objectives have been reached.? 







^ 3 








no 






frt 







Suggestions for improvement: 

-'would oe mc^roi helpful if had additional practical examples. 



^ APPENDIX M (cont/d) 
Competency 9ased Training Program 

PARTICIPANTS REACTION TO ONIT 

Fi^ld Testfng Data 



UNIT - Code 



Title 'ovolopinq Currtculun Knavledcje 



• ' Numfer of' Participants in Field Test _J 

■ • V • ■• 

DATA: A, Average completion time - ]1 hours 

B« Reaction -to Unit: (Number responses per rating) 







2 


. 3_ 


4' 


5 




, easy 




P 


1 .• 






difficult 


distasteful 


* ' t 




1. , 






enjoyable 


useless 












useful 


confus ing 




\ ' 




i1 




, clear 



C« Do you fet^ that the objectives of the unit were met? 









ft 


4 . 






no 




2 1 




' ^ 1 




1 yes 



Vd. Do you feel' that 'the evaluation section of the unit. helps 
\ you to find, out if the objectives hav^ been readied? 





I 1 . 


2 




4 ' 5 




— 1 

no , 






-n— I- 


yes 



P9( 



Suggestions fdr improvement: 
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APPENDIX-H (cont'd) 
Competency Based Training Program 

PARTICIPANTS REACTION TO UNIT 

■ Field ■Te3ting Data 



UNIT - Code . H 



J 



Title IrTrov.inq* ^al]^tion5h.i{:> Ski^H Is 



Number of ParticiiTants in Field test I 

■ ■ / - • ■ 

DATA: A* AvetUge ^cbmpletion time - 5 hours 



B» Reaction^td Uait: ^(Number responses per rating) 





1 


2 


3 . 


4 


5 




easy 






2 


it. ' 




difficuU 


distasteful 












enjoyable 


usele^ 






•'1 




I. 


useful 


confusing 






2 






clear ' 


> 

Bo you feel that the objectives of the- unit were met? 




1 , 












no 1 r 1 








yes 
















Do you feel that the .evaluation lection of thef^.unit.hel 
you to find out if the objectives have been reached? 
















no V, 












yes • 


Suggestions f or^ itnproyement: 








- Exerjpises well done. 










- Adt^-^a group interaction exercise. 







- Looks lik^ a good Introspectwe unit--strong in becomin 
more self -aware-. 



APPENDIX H (cont'd) . 
Competency Based Training' Program 

PARTICIPANTS REACTION Tp UNIT 

« 

Field Testing Data 



1 
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UNIT - Code 



Title 4r\ t'lnn as CorTiu nic.iQon 



- Number of Participants in Field .Test 3 



DATA: A,. Average completion time - 6 hours 

B« Reaction to Unit: (Number responses pej^ rating) 





1 


2 


3 > 


A 


5 




easy 






2 


1 




difficul-t 


distas teful 


« 


• 








• enjoyable 


^useless 












useful 


r 

conf usinjT 








2 


1 


clear 



. . c. 



Do you feel that the objectives of the imit\ere met? 











1 

4 






no 






3 1 


2 


r-t 


yes 



Do you fe.el that the evaluation section of the unit.. helps 
you to find out if the objectives have been reached? 











4 






no 


1 ^ 1 




■ 3 1 






yes 



E. Suggestions for improvement: 



APPENDIX H (cont'd) 
Competency Based Training Program 
PARTICIPANTS REACTION TO UNIT 
Field Testing Data 



• • UNIT - Code J 



Title tnteYviewing Pr^ospective Personnel' 



67 



Number of Participants in Field Test " 3 



DATA: A. Average compHetion time - 5 hours 



B, Reaction to Unit: (Number responses ppr rating) 



3^ 


' 2 


3.. 


4 ■ 


5 




easy 




2 


1 




#■ 


difficult 


distasteful 








2 1 




enjoyable 


useless 










, 2., 


useful 


confusing* 




1 




2 




clear 


1 

)o you jfeel that the objectives of t\ 


le unit were met? 


1 














nJ : 




-| 








• yes r 



•D, Do you feel that-, the evaluation 6ect;ion of the unit, helps 
you to rind oujt if the' objectives have been reached? 



1 


, 1 1 , 


2 










no i j . j 




rrt 


ft 


' yes 



E, , Suggestions for improvement: 
- none 
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APPENDIX M (cont'd) 
Competfency Based Training Progi:am 

partIlcipants reaction to DNIT 

Field-JTesClng Data w 

V ' 



UNIT • Code K' 



"^i^l^ ><ov/ Teacner Orlentatigrj 



'dumber of ^Participants in Fihd Test , ^ 
DATA:, A. ' Average completioji time^ - 5 hours , 

B» Reaction Co Unit: (Number responses per rating) 





1 


" Z 


• 3 


4 


|5 




easy 






1 


2 




difficult 


distasteful 






1 


■ 2' 




enjoyable 


useless 












useful 


confusing . 








, 2. • 




clear 



Do you feel that the obiectives 

• (f 


5 of t\ 


le unit 


: werfe met? . 


■1 -1 . 2 . 3 . 4 . 5- , 




no' 




I 


3 1 


1 


yes 



^D, Do you feel that the evaluatipn section of the unit, helps 
you to find out If the objectives have been reached? 







2' 




1 '■ 






°° , »rt 1 








4 .| 




, yes 



2# Suggestions for Ijaprovement: 
none . 
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APPEMOIX M (cont'd) 



Competency Based Training Program 

Participants reaction' to dnit 

Field Testing Data 



UNIT - Code L 



Title The Master Schedule 



Number of Participants' in Field Test j_ 



DATA: A, Average completigon time - hnnp<;^ 

Reaction tojUnit: (Number responses per rating) 





^ .1 ' 


2 


3,- 


4 


5 




easy. 






1 


■'-r 




difficult 


distasteful 








lJ, 


. 1 

■ " » 


enjoyaljle 


useless 













useful ' 


► confusing 












. .cle^r 



C, Do you f|el that the objeatives^of" the, unit were, met? 



no 



iD, > Do you feel that the eyAl*fl^jtr$b^^ of ■Xh.e unit, helps' 

you to f^nd out^ iif .xhe bbjec^ves'-^^ been 'reached? . 

















k J ' i'" yes ' ,. 



E. Sugg;e'8t:io^9 for irap7!S)v^ment: '/ 



' r .none 



•j 



r . .■ 



APPENDIX H (cont'd) 
Competency Based Training Program' 
PARTICIPANTS' REACTION TO UNIT 
Field Testing Data ^ 



/O 



UNIT - Code .1 



Title Tiic Department Schedule 



Number of Participants in Fi 



?i^ld Test 



DATA: A« Average completion time. - 8 hours 



B. Reaction to Unit: (Number response's per rating) 





l" 




3 , 


, 4 


5 




easy 








9 

1 




difficult 


distasteful 










2 


enjoyable 


useless 






1 




1 


useful 


. confusing' 






1 




1 


clear^ 



r ^ 



C. Do yoa '^feer'-that the objectives of the unit were met? 













^ HH 

no • 1 








yes * 



«D.=^ Do you fe, 
you to f 



^1 that the e^lusttion- section of the unit; helps 
jLnd out if the objectives have been reached? 



• 




- 


3 








lio 


1^ 










yes 



^ E. Suggestions for Ira>M**ement: 



none 



^ 



r 
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APPENDIX M (cont'd) 

C6mpetency Bajed Training Program 
PARTICIPANTS REACTION TO UNIT 
Field Testing Data 



71 



UNIT -• Code ,1 



-is 



Tltley Selecting.' Planning-, and Evaluating lly Use of Tine 

\ 

» 

liumber of Participants in Field Test 1 



DATA: A. Average completion time - 5 hours 



B, Reaction to Unit: (Number responses peV rating) 





1 


2 


3 


4 


5 




easy ' 






1 






difficult 


distasteful 








0 


1 ' 


enjoyable 


useless 










1 


useful 


confusing 






0 


1 ■ 




clear 


• 

Do-»you feel that the objectives of the unit were met? 




1 , 


2 , 






5 1 




no 








1 1 


yes 


Do you feel that the evaluation section of the unit, hel 


you to find out if 


the objectives have been reached?- 




1 » 


2" , 










r 

no 


1 1 








^ yes 



§Hgge8tions for^ improvement: ^ 

- should be a '*mu5t'* uni t. . v^luab le In helping participant 
uti 1 ize time. 
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' • APPENDIX M (cont'd) 
Competency Based Training Program 

PARTICIPANTS REACTION TO UNI*]^ 

Field Testing Data 



72 



'UNIT • Cbdo ^ . 

Title jc>partri£^.nr;^] Funds .-^nd E xpenditure s 



Number 6f Participants fn Field Test 2 



DAJA: A. Average completion time - 6 hours 

Bt Reaction to Unit: (Number responses per rating) 






1' 


2 


3 


A 


5 




^ easy 


1 


1 








difficult 


distasteful 








1 


1 


enjoyable 


useless 










2 


useful 


confusing 








1 


1 


clear 


3o you feel that the objectives of the unit were met? ' 












5 J 


r 


no V i 




-1 




-71 


1 1 


yes ' 



•D, Do you feel that the evaluation section of the unit .helps 
you to find out if the oljjectives have^ been reached? 





^ 1 . 2- ^ 


^ 3 


■ 


i ^4 — 


'no 








1 [ yes 



Sugges.flonQ for improvement: 
-|none 



7^ 



UNIT r Code P 



' APPENDIX' H {cont/dT^ 
Competency -Based TrainbtgL Program 
PARTICIPANTS REACTION TOTOIT 
Field Testii^g Da^ta 



I 



Title Understanding Your School Community 
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Number of Participants in Field Test 2 



DATA:' A, ^ Average completion time - 7 hours 

B. Reaction to Unit: (Number responses per rating) 





1 


' 2 


3 


4 


- 5 


V 


easy 




I 


2 






difficult 


distasteful 








2 




enjoyable 


useless 






1 • 




• 1 


^ useful 


confusing 






,^ 1 


' 1 




clear 


Do yo.u feel that the objectives of the unit were taet? 




1 , 




' 3 . 




5 , 




• no-. .1 • 1 


i 1 


1 1 . 1 1 ves 



'i 



Do you feel that the el^aluation section of the unit. helps 
you to find out if the objectives have been reached? . 



no 



2 



5^ 



yes 



•E. Suggestions for improvement: 

- Selecting one. of the sub-communi ties for detailed study 
may help some peVsons. ' 



ERIC 
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APPENDIX M (cont'd) 



Competency Based Training Program 
PARTICIPANTS REACTION TO UNIT 
Field Testing Pata 



7^ 



UNIT - Code .ft, 

TlMe The Evaluation nF learning 



Number of Participants in Field Test 3 



DATA: - A. Average completion time - 1 1 hours 

B. Reaction to. Unit: (Number responses per rating) 



E, Suggestions for ^improvement: 
• make clear the distinction 
evaluation* * ^ 



I 



between formative and sumrfiative 



Ji 





1 


2 ■ 


■3 


4 


5 


\ 


> 


easy 






2 


1 




difficult 


distasteful 




1 


2 






enjoyable 




useless 








2 


1.. 


useful 


confusing 








1 


2 


clear 


Do* you feel tha.t the objectives of the unit were met? 






*\ , 2 , 3 ~. 4.5, 




A 

■PS . 


no 


; 




2 




. yes 


Do you feel that the evaluation section of the unit. he] 
you to find out if the objectives havfe been reached? 


1 1 . 




31' . 4 •. ^ „ 


no 1 








> 1 


1 


yes ^ 
4 



APPENDIX M (cont'^d) 
Comffetency Based Twining Program 

PARTICIP/CtJTS REACTION TO'ONIT 

r- Field Testing Data 



75 



UNIT - Code 



Title t/nat Goes on in a. Group 




Number of Participants in Meld Test 1 . ^ 

• ) : . • ■ ^ 

^ DATA: A. Average 'completion time - 12 hours 



B. Reaction to Unit^ (Number ^responses per rating) 



A 





l" 


" . 2 


1 3. 




5 




- .easy 












difficult 


distasteful 










•I 


enjoyable 


useless 










. 1 ' 


" Tiseful V 


. confusing 








( 1 




Do you feel that the objectives^ 

V ' ^' - • ' 


1 • 

1 ' ' * 

1 \ * * ^ 

of the uf\±t were met? 


1 1 ."2 , 3 . 






no i 


\ 1 






yes 


1 1 

1 r 1 

Do ypu feel that the evaluation [ 
you to find out if the objectivi 


> 

section of the unit,hel 
8 have been reacheti?' 


,1.2,3.' 




no, I 


, 1 


_J 


1 


' i 


, 1 


yes 




E. Suggestions for iipproveinent: 



1lL 
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JdtC 



Tine 



APPE'IDIX H 



Editin9 Splgjgdu le 
Place 



Menibers Present- 



Units 



' 5/7/7> 



7:39 pfl»-I l:O0jki:)n 



i>/I2/75'^ • 7:33 pr.rll:30 pm ^ 

5/17/75 ; - ''9: JO an-liSoVf^ 

. 6/13/75 . 7:39 pni-lhOO pm 

6/21/7? * S:35 4m-'l:i;^, pin 



Tidtarel la's 
Bingen's 
^Bingeh *s 
McCorki U's 
Sledge's 



iiatarella, Mctorkill, B-P-R 
Sledge, ,Uittig 



6/f5/75 ''7:30 pn-n^t)0 pm' ^ . McCorki ITs 



6/2^/75 7:3O'pm-ll:0O-pm 



Bingen /s 



Bingen, Fertitta, . 
Sledge, McCorkil 1 

Bingen, McJCorki 1 1 , 
Sle^lge - ^ 

Matarel la; llcCorki 1 1 , 
Sledge 

Matare Ma, McCorki 11,, 
'^Sledge*, Trippett 

McCorki 11, fti Ibourne, 
Sledge, Trfppett - 

* Bingen/ f^ctorlji 1 
Trippett 



H-F-D 



C-E-N 



*Z/13/75 ' - 3:,30 ^n-5:00 pm • 



0/13/73 
^/2b/75* 

* f 

6/30/7> 
*3/b/75 . 
3/10/75 

•^23/73 . 

9/22/73^ 
' lO/lj/75 



•lC/22/75 



10/30/75- 

V 

^iV■3/75 



3:30'pr.i-5:00 pm 
,3:30 pm-3:00 pm 
J:o6 am-12:0t) 

3:03 ^m^l2:00 

6 pn- ^ 

12:0^0-1:00 pn 
6:00 pm-7:0^ pni 
7^:30 pm- 10:00 pn 
7:30 pm-8:30-pm 
7:30 pm-ll :00 "pm 



Area I Off ice Al 1 members 
' * All members 



VJittig's 
flcCorkj 1 1 *s 
'"B.inge'r?^ 

^Andover H.S. 
Andover H.Ss 
McCorkil Ts 

•i 

t ^ 

•Co^kran Jr. H. 
^ §ledg^*.s ^ 



7:30 pm- 11 3^10 p/n ^^'^McCorki 1 r,s 



A\ 1 members * 

'AM members 

Al 1 members 

B*i,ogen,j Trippett,*. 
VHttig, S^ledge^ * 

Al 1 members , 

Al 1 m^tnbers 

Al 1 members 

All mem.be r^ 

Sledge, McOo'rki fl . 

Sledge, McCorkI 1 \r 
MatareHa 



I 
\ 



OrG ■ 

f ' * ' 

, Orientation 

Appendix 

.Append ix^ 

*Ap{>endix 

Append!^ final 
\ Edit, reyisi'ops 

\ 

Edit, revisions 

Edit, revisions 

• « 
Edit, revisions 

Edi t', Y^vlslc^s 

Edit, revisions 



Edit, revisions 



'•^ • >• 

ERIC 
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APPENDIX 0. 
STAPP DEVELOPMENT APPROVAL PORM. 



77 

'MSDB Ref . '# 75-447 



Title of Project?; . Coppatencv Based Training Program (CBTP ) fo r Department Chairperson s 

t * ' , and Other Resource Personnel 

Coordinator: ^ Mr. Johh Matarella ^ Instructor:' Mr.lJeal Fertitta - Ms. Francej 

' B>ingerr - Mr . John McCorkill - 
Mr.- John Matarella - Mr. Richai 
Milboufne - Mr. James Sledge 7 
Mr. Michael Trippett''^ Mr.. 
^ Oliver Wittig 

: 8/19/75 „ . 

~Da^^ ' 



Amount of credit requested: 





Request submitted to State Department of Educati 
Approved by S^a^e Department of • Education: ' 



.10/7/'75 

uate 




Approved by Department of Staff Development 

Not 'Approved;-, by Department of staff Development. 

Not approved for the following reason (s): 



a 
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f 



Eiloen M. OicMe 
• Coordinator Oi. 's iaif t>,iVolopnaent . 




tor of Staff Developnent 



tob er 21. 197.5 



APPENDIX 0 ^(cont'd) 



nOARD ,0P l-DUCATION OP ^^ne Arundel- ctMiNTY (CITY)^ 



7i 



♦ - • « * 

PROM: • Eilvc/i :i. Olcido, Coordinator of Staff Development ^ Anne Arundef^ County Public 

•Schofls, 26^*4 Riva Rojid, Annapolis, Maryland 21^101 
IN ■ 

, ., i3aTTfetency B-uod Tralninp, Procram 
Uiw vn.; is an <»ullino of .\ proprtscd inaorvicf pro/jr.un U) bf rirfcfd for 
• rorcssinn.il grnwtli c ri.'iH , - ■ 



Coordinator 



[nstnictort 



(Nanu' ). 
Fr^inccs Binr,cn 
Ncnl Fort ilia 



Coor(lln«ntor of Tn*;t nicr l^n ^ Arcvn I 



(Pf)sili(lil) 
Principal, Manor Viev Blcmcnta'ry School 
Science Resource Tcnrhor , Area I „ 



( Name ) 
John MrCorklll 
Joim Matarrlla 



' ( N.imi^ ) 

Rlclinrd Mil bourne 

James S lr«!)M - % 

( Nann^ ) 
Michael *l r i j)pett 



Assistant Principal, Ann:4polis Jwior Jjl*p,>i 
Coordinator of Instruction, Area L 



(Pf)b i t ion ) 
Assistant Director, Area iV 

Administrative* Intern, CeorKe Fox Jimior HI kH 

( I'os i t 1 Mn ) • ~^ 
Principal, Georr,e Cromwell Klelnentary Schol 
Principal , Andover HlRh School 



(.Name) 



(Position) 



xitle of Program: Competency Based Training Program (cBTp) Fgx Department 

Chairpersons and Other Resource Personnel. "^"^ 1 ^ \ 7 ' 

^'o. 01 hours per class session^ ^ No. ofi class ^es,sions See Attachme nt 



\mount of credit . requested : See Attachment 



you please indicate whether this inservice program -meets with your , 
pproval for use a.s. prof essional growth credit. A ^ 

' * Date: 



"approved : 



/oun ty 



. l__l__i_jL_ 

(City) Superinte 



y) Superintendent of. Schools >" 




Approved f^c-Prof ciSsional'^ Growthf Credit : 

ssotiat^S ta te S{/perin tendent , ^ 
ure^u of Educational Prog'rams 



Date: 



1 



pproved for Certif.ication Credit: Date: 

ssistant State Super in tend en t\i *^ '' =) 

i.vi'sion of Ce^tif ix:ation and Act redita^ion 

rcparc and Forward in Quadruplicate to Ass.ociate State Superintendent^ 

A * or Bur^fliu of flducatiboal Programs 



- APPENDIX 0 (cont'd) . J^j ' 

" ATTACUMF.NT 

Sir'furtlon'as Thf "s^uctor tlr the pro,ra. (CBTP) . 

\ ^.n„nt of credit Roques_^: ^ . f^<=h f^^i^^"? ^^^^ 

^ h^s been alldcated an average ' completion time 

^^ted Sata. '^he number of units completed Participants, 
1* certified 'by- the principals arid training advisors will 
: '<ie?^rmin» the amount of credit requested. 

/ ' • ' - . ^ • ' 

• Competency Based Training Program (CBTP) 
jr Units and Hour Values 



12 
5 
6 
5 

■ 5 



UnttB . Hour VhlucB (UWy'i <:"-dU) 

A Self Assessment of Attitudes by Educational . — -3— • ■ 

Leaders > - ^ 

B The -Organization and Operation of A. A. Co. . ^ 

' Public Schools > 

' * , 10 

. . c MvVKing Classroom Observations . . • .. 

« ■ ' " f ' 10 . 

D The Professional Conference 

. 9 ■ 

E Identifying teaming ResouYc6s , ^ 
■ . ? Establishing Goals, Objectives,, Priorities 

C developing Curriculum knowledge . , . 

H Improving Relationship SKiUs 
I Writing as Communication ^ 
^ J, , Interviewing Prospective Personnel 
K Kcw Tciicher Orientation . • 
L The Mantcr S.chcdulc * 
M The Department Schedule • 
N ■ Selecting .Planning, and Evaluating My Use of Tine 
• • 0 Department Funds and. Expen^litures ^ 

P Understanding Your School Community 
• ' „ . , ... 
' - The Ev^^uation of 'Learning 

R • What Goes on in a Grou^/^p 

ERIC,- . ' . . 8g' ' ^ 



8 

5 

6 

7. 

10 

12 



l-'iMiicc:; N. lUtu'<-M 



APPENDIX 0 (cont'd) 
3U — 



lie Bacfcp round 



Donree 


1 






yn:ir Granted ^^^'^ • ' 


• 




Maior Adnlnistratipn & Supervision, Elem. Ed. 

• 






t 

Brief Rc6umcf of .Prof essi^onal Experience 




• 




\ r h 1 - l)()r;w*Y Klrm., Ann(* ^v^}nti(^V 
- ^ . i-^ij ■ — 




\ / I* 


TeacrK^r, ^^^adc5 1, 3 ^ - Meade Heights . Elem. , A, 




* 7 \ / ]> 
« / r / c 


Toachinr Assis 


f.ant Principal-Meade Heights, A. A. Co. 




o 


Principal - Meade Heights Elemeptaryj A^A..Co. , 






Principal. - Wes 


t Meade Elementary, A^'A. Co.' ' • . 




, 6 


Principal - Manor View Elementary, A.^A.Co. 




. 5 


-r^ " : ' ■ ' . 


— — r- ■ 'J ' 


• 

, [ i '. : ^— — '■ : 


- ■ ^ ' , 

— if^—. j'''^ : ' ' 


: ■■ \ = : '■ « = : 




Current Assignment 


/ • * * " ' 






■ Princip?\,l - Manor v 


;iew Elementary School, Anne Arundel 
\ ~ -» 


Counfey 


Public 




Vy» ■ Schools 




' \ " ' 






■ . : ^ : 

: \ , . • ' * 







Years 
Years 
Years 



Prepare and Forward in Quadruplicate to Associate State Superintendent, 

• * ' ^ Bureau of Educational Programs 



APPtNOl^t 0' (cont'd) . -v ; , ' 

• • PLAN POK- INS'imVICN; ACTIVm •.■ Ol; ' 

,w - ■' ' devI-LOpYnG -CURRICUIiUM- KN©W-DGE ' " 

' - '.• . . ' ' $ tat"c Spec IT tc nbjpttiyps * ' ' , 

{ To asitist thc.partiGipcmt in' understand itig-t^^>€— 9<?ope - 

- aAa sequence -o£ ^.l^is paisticula'c curriculum through 
. \ *. arialysis <J»f <s.\irricuiuirt structure. 

V - '• ^ • . - 1 ■ — 

To assist Wie- participant' to learn a process involving 
..adaptation of district'curriculum to local School arjd^ 
' stjadent need6. " * . ' ' 

•* » • . . • ^ • 

Lls^t Tc?ntatjLvo Schcdnle of Events 

Role of curr^pulum- makers ■ 
Identification of needs 
.'. Coiiununity arid 'School Partnership 
Hidden Curriculum 



/ . 



Briefly Describe Content 
Analysis of Curriculum Designs 



Describe Types of Experiences To Be Provided for Participants 

Reading, analysis, research, examination of curriculum ^ 
documents and' goal statement^. 



. •■ ■ * 

Stato Methods of Evaluating Participants' Attainment of the Objectives 

Participants will be certified when they can demonstrate their * 
ability to perform objectives listed urtder ^{lecific objectives 
Evaluation of the participant's competence will be judged by the 
^individual's immediatp superior and a training advisor— a member 
of the competency-based training program comihittee. 

•d . ^ • * . . . -88 • ; . / • 

P i£Bj£ » And PorwArd in quadruplic<ite to Aaaociat** Sl^te .Su|n*r iut»MhUM» l , 



APPENDIX 0 (cofn'lT\ 



PLAN Kou in::i-.hvi(:i': ArTivrTY 
'nil-, ,i'H(ii'h.::;;i()NAi. cnriKiiHP.Nci 



o2 



Ta-Hl'-U>.f[P win :^ . • , . 

1. L^Mrn .thr twolve i3topr> in the profeGsionai conrerence rf^rrnal::; 

2. Anily.:r a real* or simulated audio-taped conference to determine if 

ch'ilrperoon included the twelve steps in the professional 
conference format; 

3. Analyse a real or simulated audio-taped conference to determine 
the chairperson's stage of directiveness ; 

^. Use the professional conference format comfortably and easily, and 
5. Adapt this conferpnce format, after mastery, to your own style ♦ 



LIST TENTATIVE SCHEDULE 'OF EVENTS 

ExarrviTiat ion of materials . *. * . 

Learn the steps and aequencis of the steps of the conference 
format • / ' 

Practice using the steps 

Analyze the appl'Ication ,at the stjsp^ ^ ^ \ 



BRIEFLY DESCRIBE CONTENT 



Continuum of states in the chairperson's role 
Steps in the professional conference 

Ciarif icat^ion of the steps and sequence of steps* of the 
conference format 



PESCRI3E TYPES OF EXPERIENCES TO BE PROVIDED FOR PARTICIPANTS 



Reading 

Memorizing 

Conferencing 



Listening 

Analyzing- 

QuestionliVg 



STATE XETHODS OF EVALUATING PARTICIPANTS' ATTAINMENT OF, THE OBJ ECTIVES 

Analyzing participants' recorded conference using the 
twelve .steps in the conference format. -s 



ERIC 



.APPENDIX 0 (cont'd) 
INSl-^tVICE COUKSB INSTRUCTOR 
• ' r 



V. I'ortltta 



^jcmic Back ground 
H. Ed. 



Degree 



• Yoa r -Granted 



1969 



Major 



Science Education 



Brief Resume of Professional -Experience 

TtMoh.er - ^I'-'^'^^c' 11 



Toac ner-Prorram Manager - Title III E.S.E.A. Project 
Cnairpe.rson for K-12 Science Task Forcfe ' 

' ' ' ^ T 

r-:enb er of Intplementation t^am^ K-12 Science Program 
K-12 Resource Teacher in Science 



33 



3 ye ars 
3 , Years 

1 Year 

2 Years 
2 Years 





Current .Assifinmen.t . . ^ ^ , 
*,K'-.Jl-2 Science .Resource Teacher 



Area i Office,. Anne' Arundel County 
Public Schools • 





90. ^ 



^^9^ i«H Ortrward in Ouaclruplicatc to Associate Stite Supcrin t«-n(irnl , 
g^,arc and Porijard in quaorupxic ^^p^^^ of » Educational l>r.o»:rAmi> 



1 



APPENDIX 0 (cont'd) • 
PLAN POU INSl'.RVrCli A'CTIVI'IT ^ "84 

llJ^NTli-'YINO LKAHNINC ^Kr-OIIUCi-:.", 

State SpcciTic Objectives \^ 
_ jrtlclpants- will : , : ' 

1. Specify the locati^ and procedure for using human and print resources 
used in identif<ying learning resources ^ • 

2. Cornlete a' search of print aqd non-print resources for stated learning 
objectives in- their ct-ntent area ' ' \ \ 

3. Explain the Anne Arundel County policyregarding use of approved and' -V 
♦ other types *oF -instruct^iohal mai^riA^IT^^ 

\ * ■ ' - ' 

List Tentative Schedule of Events • 

Idf^nti fy ing and examining .priat resource materials 
Contacting representatives of company 
Critique' of media with s6^ol media specialist 
Obtaining services fronl'Are^ and Central Office personnel 
Determining Anne Arundel Cptinty Board policy using policy guidelines 
Discussion with school principal concerning school use of instructional 
n-.aterial ' \^ 

Solving a problem for department teachers r^egarding search of ^appropriate 
material for a stated learning objective. 

Briefly Describe .Content 

Media (pj^nt and non-print) catalogue search . . .." 

Anne Aruigjel County Board pol^icy search 

Organization and services available at Area and Central Office levels 



D^'scribe ^pes of Experiences To De Provid-ed for PayicipAh'ts 

Reading Formative Evaluation 

Interviewing Budgeting . ' 

Questioning • . , . 

Discussing • ' • . 

Critiquing - . ., . . * i 

) V •• ' . 



state Met hods of Evaluatin/r -Participants* Attainment' of the Objectives 
Performance of , skills lioted unile'r objectives \ . 



P^^c- and'Foivard in^Quadrupiicate to :Assoc4ato State Supcrinionilcnt, 

^ . till 44 tl^lAAtf A ^ « t^u 



APPENDIX oV(cont'd) 
• ■. PLAN POK "INSURVICE ACTIVITY 

IMPHOVINO. RELATIONSHIP SKILLS 

State Specific Objectives ' ' 

Part Icipants will : - * - ' 

1. Dotorr.ine relationships 'participant feels are positive and heiping.'- 

2. .dentlfy valuea^and biases about good teaching . ^^-^P-^nSt. 

3. Ar.alyno their intervention style 

U. Do mine their ability to communicate effectively with others 
(written and verbally) , • 

List Tentative Schedule of Even ts^ ' / ' , 

Scir-cxrimlnation 

Responding to a collogues biases of good teaching . 
Response by a colleague -of own biases of good teaching 
Determining intervention style 

Ddtermi^ning^ effectiveness of written coramunica|^ions to department members, 



Briefly Describe Content 

# 

Using checklist for intervention style 
Using response sheet for determining biases V 
Reading description of a helping relationship 
Writing communications' to teachers , 



Describe Types .of Exa eriences To Be Provided for Participant<; 



Reading 
Discussing 
Writing . 



Self-examination 

Analyzing 

Questioning 



Interviewing 



state Methods^ of Evaluating Partic ipants' Attainment of the Obiectives 
Performance of skilla listed under objectives. 



^'E^J Poniard in QuadrupUcne to Aasociate State sipcrin tendon l, 



APPENDIX 0 (cont'd) 
* INSERVICIi COURSE 'INSTRUCTOR 

..John W. McCorkill . ;•' ' . 



bC 



^ticmxc Background 

M. Ed 



Degree 



Year Granted 



1968 



Major i^'ocondary Education 



1)ricf K«*»sumc of Prorcssional Hxporicncc" 

. , ' H-tuM' rira'de 9 CivloG - Gco'rr.o l-'ox Jr. Illr.h. *' 'I Y(.'.-ir-o 



A'<rUra.-.iralive Intern - Brooklyn Park High ' 



A.-, si St ant Principal - Brooklyn Park High 



2 Years 



3 Years 



•Assistant Principal - Corkran Junior High 



1 Year 



9. 



Assistant; Principal - Annapolis Junior High 



1 Year 



4 " 



Current Assignment 

AGsistant Principal at Annap olis Jr. High School - Anne Aruntiel 

\ ' . . County Put^lic School • > ^ v 



0 T 

t ■ 



r, II Y 



4 

^ itc and .PorvfArtl in Quadruplicate to Associate State Sup^etin tendcn.t , 
ERXC * , Bureau of Educational l>roKram» 



• * • , ■• 

APP-EffDIX 0 (cont.'d)' * ^ , 

; ' ' PLAN FOR INSURVICC ACTIVITY". ' 

^ THE MASTKR SCHEDULE ~ • " ' . 

, State Specific Objectives / ^ ^ 

Participants will: 

^1. Bo familiar with the types of! schedules that are used in the 
Anne Arundel County School System 
2-. Bo a-blo to identify the type of -schedule that is utilized 
. in their school 

^* ^'^u"^\^y ""^^^ types, of information are found on 

tire master schedule. . , . 

List TqntaUvc? Schedule of Events 
Exanlndtion of materials 

Complete exercises to achieve above objective^ 
Complete evaluation exercise 



* 



^Briefly De^cjribe Content 



Types of mater schedules with examples 

Examples to develop famillaristy with the^master schedule 
exercises to show understanding of the -master schedule * 



. Describe Types of Experiences TO Be P.rovided\ for. Participants 

■ ^ Researching /Listening . 

Intervl.ewing,: : Discussing ^ .Comparing 



Sta.tc Methods of •Evaluating Participants' Attainment of the Objectives 
Performancj,© of skills listed' under oWectives.- 

ERJC xg and Pdrward in Quadruplicate to Associate State Supcrintoiuiont, 




APPENDIX D (cont'd) 
1 PP\N POR INS-ERVICE ACTIVITY 

THE^DEPARTiViliNT SCHEDULE 

State Specific Objectives 
Participants .will": ' - ' 

1. Be able to determine thd ^room needs of a^epartment^ 
2* He; able tbs construct a De'partmept 'Schedule 
3. Be able to'estimate the number, of ^teachers needed for>:;^ 
department. ' » 



^ . 7^ist 'Tentative Schedule of Events 

Examination of materials 
2* PerTormance of exercises* 
3. Performance of evaluation exercises 



Briefly Describe Content 

Introduction 

,h Exercises designed to develop a t)epar,tment Schedule 

Exercises designed to determine teacher needs 
^ Evaluation Exercises 



Describe Types of Experiences To Be Provided for .Participants 



Reading Responding Comparing ^ Problem Solving 

' Examples Par'apj^rasing Discussing z^*""^ 




State'' Methods of Evaluating Participants ^ Attainment of the Objectives 
Performance of the skills listed under objectives 

; ' .95 

o _'. . . . • ' » , ■ • 

f EBIS 'e and Porwari in Quadruplicate t6' Associate State SuperintcnUont, 



APf'ENDiX 0 (cont'd) 

^ ' PUU FOR INSERVICE ACTIVITY • 4 

A GROUP 

' ' ' / > <-.t f.p .S x>Pr i r i c ni> jpc f.t vnn ' • 

r.ii'LlcIputfLu will: 

• ■ 0? ■''eAP others analyze t.'e proceaaea 

- Itotllt 0? I^roup" the progreis and ■ 



« 

• -^^''^t^Tcnta tivc SchochUc 'of Evant^ 

Evaluation of] maperials " • ■ 
Performance oB Exercises • ° 
Performance ol^the evaluation ' ■ 



V • -Dfieflv Des cribe' Con-trpn^^ 

Functions of a group " ^ 

Types of behaviors f6unH ir, ^ 
E/ercises and eJ^lufuSn ^ ^''^'^P 



Pa.aphraai„, Ohaervatlon* ; -^.en.onl,, ^ ..^cuaa.n, " 



* 



» ' * • 

;e Mct.hods of Evalua tinrr Particin'nn^c i 

^ — • ' "ff participants' Atta,nn , ent of thp ns| p.,»..^J 

. Performance of skills listed under objectives.; 
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ERjC.- in quad^pucat, to AaaocUto^e S„p,Hn,en<.cnt. 



APPENDIX 0 (cont'd) 
INSUKVICe. COUKSli' INSTRUCTOR 



. ,,n J- Matar^ella 



—-5- - : 

Year Gr.in-torf ^965 . . 



Major Edui^. "Admin.* & Supvl 



Brief Robumc of Professional Experience _ . ' 

Teacher grade 7 - General -education -' Marley Jr. High - 2* years- 



Foreigh Language Department Chairman - Andover High School - 3 year s 
y Instructor t Education - Towsonvstate College. . - 2 Years 

Supervisor of Instruction 7.-12 - flrookiyn Park High School. - IB Year s 



X . 



Current Assignment , ' ' ' • -.^^ * 

Coordina.i;or^rinstruction K-12 >- Ai;ea I Office, Anne Arundel Count y- 



Puhlip School 6 



'V- - 



Prepare and- Pp^ard- in Quad£iiplicate to Associattf St^te Superintendent, 
^ . , Oureaii of fiducationAl Programs 



ERIC 



7 
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APPENDIX 0'-( cont'd) 
PLAN paw msURVICB ACT [vi'fy ^, 

..aNI/.ATION and ni'KKATIoH OK ANNk AUUNDKI, BOUNTY PUBLIC SCIirjOI.S- 

State Speciric 01>joctivps . - ' ' 

rarticipnnts will; , \ ' ^ . 

!• Bo fnmiltar cnou^.h with Che »Of\r(l_P^Hcx» ^VJiqoj^ l-y Handbook , and the Boa rd Of 
Fdu rntion Pocumcnt to quickly locate iLcms of specific Intcrcat to JLhcir depart- 
ment ncmbcrs, students, parents community • ' " 

2. Understand the basic structure of the orj;anization of the schd'ol system well enough 
• to Id'cnci'fy positions to which specific responsibilities have been assigned, 

3- Be able to identify specific kinds of services iivailablc from their area and, 

central offices to assist thcra, their depaVtmefnt merobera^ and their students. ^ 

• List Tentative Schedule of Events » 

4-xamlnation of roocerials * ^' 

* Rcseach specific items in documents , . ' ^ \ ^ * 

. Interview staff menfber(8) , • , • * ** 



/ ; 



•ScbQol policies 
School Laws , 
Organiziation of • 
School ^udget , , 



Briefly. Peso x^>[|)e 'Content- 



e Arundel Coyrtty Schools 




Descyibe ^Types of /B xpeifienges ':T6 Be Provided foY- Participants 



Reading ^ ' '^J 
/ ' Paraphrasing 
Researching 




Intery;lewing 
Surveyings 
Questioning < 



Responding 
Discussing 



$ta?e..Merhod;^ of Evaioiating Part icipkrtts ' 



ipiartts' Attainment of the Objectives 



\ 



Pr o 

ERIC 



ind Forward in Quadruplicate 'to, AWiiite State Superintendent; 

95 OwV^ay -of -rMiuCatioiiral ;Pro»»rams- 




APPENPjX 0 (cont''d) . - 

•LAN POfji XksHuvr^f>..ACTrvm 

MAKING CLASSilOOM OBSERVATIONS . 
State Sncc iCic 6h ■J (^ctA^>^^ . . 



■hUx Tejita tive Schgrinre .of " Events; 
r<^las.3roon} Observational 



Brigflv Des cribe . Con Wf' \ 

. Obse^^vatiphal instruments.' 
Obsex^vational "^Cechnlques . 





• , . ' — Provided tor farticip anfc 

, '-•iieading, diff-erentiating/.identiVvin^ V ' /• ' ' 
, • .«8truments, observing?'iomSgJ dfscis^^^ ^^^^^^^^-^ 



e Me 



j;hc^ds of EvaTuatinp part 



icipants* Attajt 



. . - ^ t of the . Ob , ie ctit/Ac 

EValu-ation of -the oartioii^^^ Under Apeoifio objectives. 

.. Of .the co™pete„cy-baBed_ ^tu.in,%4r'^foi^^^^^ 

.'Ej^: i» (J«.d,upllc.fo to As«/cl.t„ Mi.„.-s,.,...rL,o.u,.:i,. 



' ■ ■ ■ * / 

■■ ' APPENDIX 0 (cont'^r, - ^ . 

. . • JNSUKVICU COURSE .JCNSTRUCTOR \ . 93 

,^achard Milbourne * ' 



Academic Background 
Degree M>Ed> . 



it 



Year Granted 1970/ 
AUljor -EDAD 



Brief Resume of Professional Experience 

4 • 

.Classroom teacher - 1961 - 1966 Parole filementary School, A. A. Co. 

Assistant Principal- 1966 - 1969 Millersville Elementary School, A. A. Co. 

,-Pfincipal- - 1^7'0 - 1973' Severn Elementary School, A. A. Co. ' 

• Assis'tant Director - Area IV- 197'3 to PresQut 

I ' ■ ^ ' f • • • — 

Associate Professor - Bowie State Evening College - 1970 to- Present. " 



Current. Assignment . ' ■ ' 

, Assistant Area Director, Anne Arundel County Public .Schools.. 



*. )■ ■■ '• ., ; 



-rr 



*nd FofwArd in QuAdifuplicAte to Asabciatc State Superintendent, ^ 



■ • APP.ENOrx 0 (cont'd)^ 

' \ • PUN Poa •iNSBRviOE ^CTivrrv ' 



•Mf ■ ^^^l£^^J2£li nc_ Ot?.ioctivo^ .. .. 

plAic^:^:^'^^^^^^ Loaaera'.: ' ' 

1. J^Pj'Un the, PygmnXioifEffoct , =. • ' •^'^ 

•4\ laentify your □fJr'cftB^i Si f.Yff^^ng, behavior ' 



Assess- behavior ^- The X-V Scale 
Exan^mo theories of leadershio 
Determine flexibility - pHxibiliV., c , 
Analysis Of 'Relationshipa * ^-^^-^^ 
The Pygmalion Effect ' . • 

Stereotypes '• r, ' . 

Evaluation of Exercised ' > /, ■ ■ ^ 

' • ■ 

. . -• ^ Pri-Cflv 6e5;r. rfbe Conf^n^ , ^ ^ ' 

.Educational ^eader^ Attitudes 

Individual Leadership Theory . * ' - ' 

Analysis of Stereotype. - Sro^p^s' - maiviaual. Z , 



1. 

2.. 

4. 
5. 
6/ 
7. 



1. 
-2. 
3. 
4. 
5. 



> • 




^«..-«uaxAy ana with smAii r><o« y?^^^"^ relationships 

5. ^emonstr.ations aAd dLcisaio^^i^f^^u^^ ■ ^ 

of Edupational Leaae^a! °^ techniques to assess techniques 



\ » 



. ' '• , ♦ APPENDIX 0 (cont'd) ' - ' ' ■* • _ 

; * ■ PLAN *POU INSURVICB ACTIVITY- .'. • . 

•PJII% EVALUATION OP LEARNING' . , - . ' 

, .' • ' State Specific Objectives / - • ' .: 

i.* Explain "iind <5ive' examples of summativ^ evaluati^on . • ' 

2,. Explain and give examples of formatlye evaluation 
3'. "Explain sinilarities and differences BetweW diagnostic, formative 
ahd surniriativc evaluations. . > ^ . - ' 

4^. In'tef^iret MAAP test profiles (School, County/ St'ate) • , ,. 

5. ' Interpret individual and class criterion reference scores / , 

6, Identify, and use evaluation techniques for affective objetitivels. 

List Tentative Schedule of Ever^ts 



!• Listen to q^ssette \tapes ' ' 

2. * Test usage' and construction 

3* Read infotmation sheets • 

4^ Rcfact to* action ta^sks 

5. Interpret graph^ and profiles 



Briefly Describe Content 




1. • Summatiye* Evaluat:ion - ' 

2. Formative Evaluation ' ' 

3, vDi^gnostic 'Evaluation^ . 

4, Test Profiles -{Norm) ' 
5* Criterion Reference 

6^ ;Af fective^ Obpectives ' 



^ pesc^be Types of Experietfp.es .T6 Be Provided for Particjpaiits 



Use summative techniques to eyaluat:e student learning 
Construct a table of spedif ications ' 
Evaluatti studert learning formativcly ' ' 
Interpret student arid, claoo criterion summaries 



aite Methods of Evaluating Participants' AttAinmcnt of the 6b 



ectives 
ability 



'Participant will be certified j^hen they .can ^^demonstrat^e their ^ 

to perform objectives listed. ui\der cjSecific objectives. Evaluation of 

participant's competence ;will be judged by. the individual's inCneduate 
Buporior ^nd- a training advisor— a wtoor of the competency-based ' 
training |Jr<>gr*m committee. • - . ' 1 , 



APPENDIX 0 (cont'd) 
iNSCHVICU COURSE INSTRUCTOR 



••• / 

.cademic Dacjcgiound 

Do^^ree Masters 



Yoi^r Granted 197-3 



Major Education 



ri^f Resume of Professional Experience? 

106^-l<965-TcaQher - Randolph County^ North Carol ina 
> 1965-ig70'-Teacher - Anne Arundel County Pub lic Schools 

1970-, Present; - Administ rative Intern, Anne Arundel County 



rrent Assignment 

Adr:5inistrative Intern 



- Anne Arundel County Public Schools 



103 



r 





^"ERLC^ ^«^.^'<» in .quadruplicate to Associate ^tate Supcrin tenOont 



,1 



APPENDIX 0 (cont'd) . < 
PLAN POR INSUKVICC ACTIVITY 
JliLKCTING PLANNING AND EVALUATING^ MY USE OP tImE - 
State Specific Objectives 
The Parllclpanlr. Will: ° " ^ 

1. Aocuratoly on-job performance 

2. Determine and assess performance priorities' oftime 
J. Identify any reemphasis of time 'us^'- 
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list Tentative Schedule of Events 

1. Catogorying time , ' ' 

2. Recording results 
3; Revising results 



J 



Briefly Describe Content 



Content deals v^lth affective use of the D.C 's 
time. " ■ ' 




Describe Types of Experiences To Be Provided for Part.'r.>.n^e 



Recording 
Classifying 
Revising 
Answering 



^te Methods of ' Evaluating P articipants'' Attainment nf fh. 



' performing of sklUa listed under objectives, 

• . 104 ■ 

er|c 



pa^,d Poarw^rd in QuadrupUc^te, to AssoclatQ gjato Sunorini.n.inn. 



APPENDIX 0 (cont'^d) ^ • 

pu« .POR XNSURvrcE 'activity 



win T I NO Ar, COMMUNICATI-DN * 
. ■ .^Mt«>>Sm..c ific 01) ior t i u,... 

Particlp.intn will: ^ ' • ' , . 

• * ♦ 



« 

List TentativP Schedule of p.,,o»... 

♦ 

Read exercise material 

.Bespondlng to questions, f.tt^rs. etc. In-wrltlng 



• • • • * 

■ .. Briefly Describe Cnni-^n^ ' • 

Identification of Persons ' * 

: Identification of Point of 'View ^ ' 

Identification of Relationships in Writing 
Communicating the, Written Word ^^"^"S 

°££££ ge Type, H.peH.n... Tn; Be P.o..... „ , , , 

Reading - ' ' 

WriYlng • ^ 

. '^'^ answers - ' • 

memos * . 

c/\ letters ^ . . • 

• •* * • 

: ■ _ . - . .. , 

^te Methods of Evalukt,' nfr Particinmf c . a.. • " ■ ^ 
: -fi ^^^ticipants' Atta^nn..n. ^h^ ps:... -..^. 

* ' - . . '^-^ — 

Performing .or skllU listed under objectives. 



«E^W i.on.„d i„ Quadruplicate .to' AisocUte s 



" " * ' . * 'aPRENOIX 0 '(cont'd) * ' 

?M pou iNsnavTCE activity 

'( . " ' ^^^y^^WINC i'jrOSPECTIVE. PERSONNEL ' ' 

State Spec ific Obiectiu^c • 
The Participants Win- • 
.1. ^n^orctand the role oT'fchp H 

employment interview department chairperson in an 

• ; Pp^birca^llJ^Jl^ ''"^'^^y -lectins the hest 
^ • ^ - ^ dta^iL^n?^^^^^^^^ el qualities required for your 

List .Tentati ve SchgdniP n..-n^- 

"Pecinc leading. Skills 



.Briefly De^i rribe Gont'^n^ 



Reading. interview process ' 

Preparing intervieS to leiect be.^ ..J 

. oeiect best candidate 



Describe Typf^f, of 



Experiences To Re Prov,'d.H i'r i , 



>ants 



Reading 
Answering 
Questioning 
Discussing 



>tate Mcthnriy.of'Gvalun^in^ »-1-fril 



Performing of akllls listed u 



[gnts' Attainn..nt of th. n^;^.^. 



nder objectives. 



lOG 



T^E^*«^ i'on.ard i„ Quadruplicate to Associ 



. . • . APPENDIX- 0. (cont'd) ' ' ' ' ' " ■ ' ■ 

. ' Pi^N FOR XNSBRVrCE ACTIVITY • ,00' 
NEW TEACHER ORIENTATION • ' 

State Snocif jc oi,j ^ri^i„^^ ' , 
. The Participant Wiii- 

♦ ■ . ■« 

orientation progran, P^^S^^'^ to the depa;tn,ental ' 



Reading selection 
Learning about school orientation 



Briefly Dp-<:^ >- ibe Con t.n^ 



sX'"of 'o?ie°n't:?Ior^^"'^^^°" ss ^ • ^ 

Preparation•^^ra^ro°r^e^„^^?L^^oV1r ^^^^^ 



•Describe TVpoc 



B^^ences To R> p^^..,-^,^- p„ , 



Reading 
^Listening 



Participan ts ' 
I 



'Planning 
Evaluatife/critiquing.^^^^"^'^"« 



re Methods nf 

ainment of ^Wou^^^,.,^ , \ 
Performing of sKlUa listed under objectives 



jng Participnn-h.t ^^^^ 



107 



^\nC ''"^''^ ^« Quadruplicate to Associate Stat. . . 



APPENDIX 0 (cont'd) 



,.,ichncl JZ. 'Trlpp'ett 
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.jcmic Backf; round 

* « * 

.Degree M^Ed^ 



Year Granted ; 197 2 
Major RcxidAng ^ 




Bxief Kes\m6 A>£ Professional Experi^ence . 

\ Teacher - Grade 5 Ric hard ' Henry Lee '(l^ear) 
. Teacher - Grade 6 Richard Henry Lee (1 year) 
V ^/Teaching Assistant Principal (Southgate Elementary) Jl Yetr 

iC^inistrative In tern - Southgate piementary <1 ye^ar) ' 

* ■ " 

Agsiotnnt Principa l - l^ake Short Elementary ,(2 years) 

♦ ' " <* ■ ' - ' . " ■ -J.I 

Asj^iatant P^rin^cipal - Point Pleasant Elementary (-1 year) 



A,\l experience in Anne Arundel County 



1 



Current Assignment : • • • • 

Principal - George Cromwell Elementary School - Arfne .Atundel Covwrty 



; • ' , , tuSlic S 


:hoois 


' 1' • 1 ^ : L 

"ni ■ * 








r-^ •■ ' ^ 1 \ ; ^ 








... . ■ — — 
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PrcpWe and Forward in Quadruplicate to Associate State Superintendent, 
ER|c \« ' t \ Bureau of Educational Programs 



■■ ' APPEND tX 0 (cont'd) ' 

! PLA^ir^H iNsimvicR ACTrvr ry - 

^■DEPAW^!IEy,TAL f UND'S AN© EXPENDITURES 

'''''' ' k' ■' ■ 

■ State specific Ob.^cctiyos' ' -A 
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..To. assist the .participant in examinirtg the relationshijpa 
betwefen making budget requests and requisi^tln^.- 



List Tentative Schedule of Events 



Review Budget 
Id§}ntify Needs * • 

Budget Constructioi^ 
Procedures and follow Through 



Brjeily Describe' CtontentJ 

Budget, printouts | ■ " 
Requisition f-orms-'- ,-■ 
budget* ProQedures /. 
"^•Hget Managementi 




, •. , : Reading,, analysis, disc.ussi6n, practice 



1^ '-v 



V 



t<e Methods of Evaluating Participants' Attainment o£ the Obi^c t rves 



'•^f^H^^P^"^^ will^ be certified when .they can demonstrate their 
;aoixity to perform objectives Uisted under specific objectives. 

c^v^luation of the participant 's .competence /will be judged by-the 
.individual's immediate superior ahd a training advisot— a meihber 

Of th6 compotency-ba«ed« training program committee. 



. ' APPENDIX 0 (cont'd) ' 
INSERVICE^'COURSE INSTRUCTOR 
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i vcr Wit tig 



^^jjcmic B*>ctcg round • 
. Degree ^ H-td 



Year Granted 



w. •• 



Ma J o r Educational A-dminiscratiof> 
Brief Resume of Profess Ibna 1 E^cricncc \ 

Mathematics teacher, A. A.Ns©. Public School 1959-J963 



Assistant Principal, Corkr;an Jr.^Hlgh", Annapolis Jr. High, Glen Burnie ifrgh 
1963-1972 - . ' . / ' • , X* . 



Principal, Andover H4gh School 1972-prescnt ' ^ 

' f 

. Instructor, Modern Math I n-Sarvi^ce' Program I963-I96V 



f?>m.Tiit^ce member, Committee tb Study Rdle of OcpaVtment Chairperson, CooAlltee 
on Secondary Staffing ' ' - 



Current Assignwnt : ^-^^^ ^ 

Principal,^ Andover High School, Andover Rd., LInthlcuin, Md. 21090 



\ 
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APPEflDIX/O (coM.^d) V 



/ 

s. 



State Sf)eci f fc pbictjL i vc^; ' r ' 

* ^iJuoi i /cJ competency based Ico.Vning p^ockagtf for department chairperson 
;ConJcO to hojp them. 

uzflnf^ the geogrpphic /Characterlst.fi^s of j'hc school corrv^unlty, 'J 
Ucntify the ciefi>ographlc charactorist i^s'of tha school community* • 
Identify ••nldden characteristics** in tjie -school cofrtnunltv* - - ' 

Identify and I i st' comfnuni ty resources usycful in a dlscipHpo, ' 
Pei^ign strategy for using communi ty. resources.' " * 

• ■ .\. • ■ ■ ■ 

Ulst 'tentative* Schedule of Events 

Partlcipant^wi I J def inc the scljboi^ att,endancq area, through Interview, examination 
of scii6ol records, field trips, iKt, demographic chorocteristlcs will be learned 
tMr*oujb investigation, interview, flhld studios, .and reading,. Participartt ^If^ 1 1 use 
this data to Idcnt I fy. possible eduqatJonal resources In the school comnjunlty and 
will dbvisc a strategy to integrate Uhcsc Into the instructional program of, his 
discipline, • * ? ' ' 

• o . - , - ^ • ^ * 

Briefly, describe Content f 

; • ^ •■ • ■ v.. — : — . I • 

J^arjt<€ipant wi n work* I^ndividual ly.^ wU^ col leagues, and lay persons to learn about 
<n^ conmunuty served by tHp schoolsV^ lie will be expcclcd to. i,nvestigate the geo- 
graphic on4 dciiKjgraphic charx^f tor 1 stlts^ 'of the community which dcter^mi^ne tf^ needs 
and influence, thh instruct lono^l. progrjom.j '^Hidden characteristics, those less ob.v^us 
factors which can have impact on aa ^mstf'uctidnal program, will belJnvest Ig^lted• 
Using the data col lected,' the partlc(pAr|t will be expected to design a strategy to 
brljig commun I ty resources and the ^scho^l /together. \ ^ < 

- 'I ^ ' V • ■ 

Describe Types' of Experler ces to be Provided for Participants 



Participant will be involved In the 'fol lowing experiences: Interview, basic field 
^investigation, meetings with colleagues, written reports, and bral reports. 

State Methods of Evaluating Participants' Attainment of the Objectives 

rornatlve eva'luat ion, i s dofic by the individual participant as part of the learning 
packajc. Evaluation of thi participant's competence will be judged by the Indl^vl- 
dual/s imncdiate superior (principal) and a training advjsor—a member of the 
co.T»jic;enc/-based trairrlng irfogram committee. Individual con^etency judgement w^I 1 1 
be bised on the written work submitted by the participant and an evaluation confer- 
ence conducted 'by the principal and training advisor* 




' APPEHD.i;( 0 (cQfit'd): 

.V PLAN FOR IhUrrviCc. ACi^VlTY\ ^ ^ ' inq 

Esfabmhirtg -Goal$, Objectives, ^nd Pr^iorltlos ^ .'^^ 



. State 6prcific' OojccdvcS^ 
*.*r \ ' \ • ' ' 

jf-inc ii'iZOS, COAL'S, POJECTrVLS, und PRIORITILS. 
identify w;»ys to determine JiTciS of orgonlzatipn. " ' \ 
\lcfcritify sourcfe* of InformqUon for use when dctt:rmlnlng goa; 
^Dcvclop^ifnd u$c d madcl f^r n^cddr^ssMsnvsnt ^nd jfoaj lottlofli 



and ot^Jcct Ives* 




\^ . '^^ TcntVtivc^ schedule pf- Events \ / 

Jnitially the participant wj 1 1 exominc working ;<ieflnltions for Ned^s, Goals, 
Objicctivcs. and Priorities. These writ be rcf/med to suit indivld^ars area of, 

*Tcsij)onsibi ty. The next step wilT include the examination of ^model for needs 
assds^Jnent a-od gpal^ settiog. - ^'His will Vndude a step-by-step walk thro.ggh. The 
heeds assessmcnt-jgoal setting mdc\ will be adapte'd for use by the Indfvidual in 
his job setting* The model wilT bc used In a practical- si tuat ion and evaluated* 

^ Briefly Describe Content ^ - 

Tne unit consists of an .individual Ized competency base<jJ package to be used by a 
^practiiclng or prospective depar.tment chairperson. The | training .exercises Included 
require the participant to examine definitions arid procedures for needs assessment 
and goal setting untiThe has gained competency in these areas> The definitions 
and Dodels^arc adapted by*tha*partfcipant for use In his particular jo^b setting* 
Tbe final form of the deflnitTons and model are applied .to a practical job-related 
situation/ ^ / • ' ' . ^ 

' - Describe Types of Experiences To Be Provi-ded for Participants 

Parf^cpant will deal with some fact^ual examples related to needs assessment-goal 
setting pri^sented by the package. Emphasis will be on using these samples as a 
guide to the development with models which are to be tried by the particfpant. 
Tne participant is expectod to Interact with other professionals—superior, 
colleagues, or subordinates -during the work phase of the package*. The Intent^ of 
the. unit is to provide the practicing or prospective department chairperson the 
Knowledge 'and skills to adequately perform department level needs assessment and 

goal setting within the total stho6l setting* 

if 

State Methods of Evaluating Partlcpants' Attainmept of the Objectives " 

Forr^ative evaluation is done by the Individual participant as part of the^ learning 
package, evaluation of the participant's competence will be judged by the indivi- 
duaTs Ir^diate superior (principal) and a training advisor--a member of the 
cortyt tcncy-bascd training prog^ram convni. ttce* Individual competency judgement wi U 
be :>ascd on the written work submitted by the participant and an csa I uat ton confer- 
cnce conducted by tho principal and tr« Ining advisor. \ 

* • 
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.y ^Jl.li /."l^jUilL Ceu.JTY f/,AXI^ I PP,ACTlCy/t GROUP - RECORD OF flEETIUGS 




Tl,^;c- 



■'eOCATION 



7:-30 p.m./ "',7^51, Gov f-n/iton 



PURPOSE 

Finalise first draft of practlcum 
proposal • ^ ^ 



0:30 a.n/. 
3:.30 p\ 



Cninquaiyin a^ncx • Pre^nf proposal to directors^ 



Area 1 /Office 



Discuss pro))os^l with E. Oikle 
•Prepare proj^osdl addendum 



S:30-ajm.^,.. ChinoUapln annex / Pnesent ^iddenxium to d1 rectors 



3:30 pifii: Arq^'l Office DeteVn,ir>e- roles ; sche.du la 



3:30 




Ar/a. 1 Office • 
'reen itreet 

• t 

\ 

Area r'Off ice 

Area I Office 

^Hol lywood/Fla. 

7950 .Covington 

7351 C<:)vmg(:on"^ 
♦ 

213 S», ^arol iria- 
Cl^jnquapin annex 

^"^^-^ Wfice.^ 
6^7^ovingtiOn 
735 r Covington 
Covington 



Di^c^uss assessment, field testing, 
research - ^ ' . 

Sub-grQup m^et wiiii Dr. Aisobrooi< 
dlstussljie^earch frtethocf5. ^ \ 

Individual parti ci-pant ^espons ib i.l it 
ERIC'S -CUE Search, format * \ 



Final draft' proposal 
Unit design, resources, survey 
Proposa.l^ status, fortyiat, resc^arcij 
Sub-group research ' ' 
UnU critixjues;^ generalizations 



Shi Ma^le Ri<ige 
Lane \ 



Heet with practicum observers, 
f> reviev-/ survey 6 units 

Field testing, Unit revieu 

;Unit reviews, Addtl S*"^] t ^,un i ts 



Review proposal addendum, evaluatidrt 

Br.ajnstorm newly ass iiflnetd un.it^ 

Survey results - evaluation— fi^M » 
testing . ^ • . , 



APPENDIX P" '.(cont'd.) 



6/3/75 
o/l?77S 

//I/75. . 
7/':/?3 > 
o/1j/7j ^' 



TI?.E 
0:30 a.m. 
7:3J tj'i'Ti. 
7:30 p»ni. 

/:30 P-i:'- 

- 1 

7:3<) p.m. 

5:00 'a.m. 
7:30 P*m. 

7:30 p.r,.' 
7:33 p.n.^ 
70^ P'-m. 
3*: 30 p.m.. 
3:30 P.M. 
3:3U p..n; 
7:30 p.m. 
3:00 a.P'. 
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- LOCATION 



2*r3.S. Carol ina 
7D30 Covingt^on 
• . 7950 Coviny ton 
' 7vS^ Covlncjtoo 
7J1>U Covinrfion 
6^7 Covington 

7350 CoviQgton 

7351 Cpvin'ytoJ 
7351 Covington] 

i' ■ - 

mo €ovin( 



gtoij 

• 73S0 Covington 
6/47 .Covington ' 
^ 6^»7 Cc^jngtpnj 
' AVea I Office 
Area^l Office , 
Area I Office 
7351 Covington 
7^51 Covington 



Planning for flejcl .testing 'v, 

[nitfat field tcsti ng Veports ^ planning 

PlanRimj for field testing - second site 

unl t reviews ' • , , • 

Addendum to Proposal unit revisjions 

^Preliminary .fielJ tost Vesults - ^nit reviews 

DC 'Credit app 1 i cat i^on - Needs, Assessment 
dovi^ce - unit modifications , / ' ' 

Urt.it modifications based on FT results 

. Unit modifications based on FT resiflts'' 

Conpletion of KSDE Credit Application 

•Completidn of MSOE Credi t- Appl icatio'n ' 

'./riti^ng assignments (report sections) ' 

r/riting asstgnmep^ts (report sectioq^') 

lini t modifications * ' ' • ^ 

Final Field Test reports- " 

Rjsv^iew of unit mod/ fix'a^t ions * 

^Review of Research Section -of Report 

, Format & distribution decisions ' 

- PlanQing fbr implementation 
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COMPETENCY BASED 'TRAfN ING PROGRAM GUIDE 

' ' ' ' » ' ■ 

Orientation Unit 



INTRODUCTION 

You are about to bfegirr a unique training experience, Please study this guide 
caYefully, and perforn; needs assessment Activities carefully and thoroughly. 
You. will be, helping to dbslgn your individual training program from the competency 
components. The skill Uou use in deaHrtg with the needs assessment activities wjll 
to a large extent cjeterm'in^ the amount of success- you experience wi th --the program* 

Some Characteristics of the Program ' ^ 

^ I 
\. COMPETEUCy BASED - The program is competency based in 'th^t specific 

competencies were identified by administrators and teachers as being necessary to 

the functioning of department chairpersons under their new job description* The. 

program ^iso borrows some notions from the CBTE (Competency Based Teacher Education) 

• ■ . ■ ■ . ' ■ ' • ■ / 7 • 

movement in that credit will be awarded to participants upon their certification ^ 
of -competency In the various units injJependent of the amount of timeythat/is spent 
develpptng the specific skills and knowledge which make up^the bf*oad competency ' 



areas. ' *-"| 

2. INDIVIDUALIZED - the program is irfdividual 
assist inlthe selection of the units that will make 



gram. You 



w^i 1 1 , with th^ approva'^of 



your priru 



zed in that you 



ij'^^re ab] 



e to 



up your personal training pro- > 
.and training advisor, select 



from one tD eighteen units of compet'enty a^^tjiat you feel are/ most uVge^nt for 



y6u to purkue at the predeijit tlm^t^ "^ji^^sfll' aisp have the optfSp of redesigning 



3rei 



an^j>r ^11, afT the bnl t|^ff|at you have selected frort) thfe progranV If you feel you 





can cofrfd up with more relevant and feersonallzed activities to reach the unit oblec- 
tives,, , This/ would, of course, need to.be done with the approval of your principal 
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advisor, (We encourage you to do. thlis — we want the program to be aa ' 

• ^ ■•■ . ' ■ 

positive way for 'you to grow professionally and not a series of hur- 

\< i . ■ , : • i . • • 

dies Ifor ytiu to leap:),\ \\ • ' ' 



4. 



J. CElF'j^ACED - <J(ith ind 1 vldual izat^ion comeV sel'f-paci ng, • Oflce. your taHor-> 
made progranl\ha$ been aj^prpved an^d a reaspnable time line for compIetiQn of the 

units has befen estabi ished, you are, fre^ to deterff{|ne your own pace. You m^y Wish 

A . ' ' ! * . . . ' / ' { 

to worl4. on units one at|a rime . pr work on/several at the. same time. For your, con- 



v.enjencfe and 



contract 



rid tq tencouragle you to CDmplete'the exercises at a reasonable pace, your 
Ul^bg broketi i,nto semester segments. Additionally, yoii will be contac- 



te<J. by yp.ur training advisor at ]e.ast quartervly,,^ Whenever you complete a si^menjt 



of 'units^ you may request ^ 

- As you 
program has a great deal of 
parti'cipants wi J I approach 
ways of learning, and needk 



certif ica'tlpn of competency conference, 
(tan read! ly^ g/asp..ff.om; the f^or;,0going discussions^ the 
f lexibi l i ty^^im^Jt^ irt f/e recc5qnize that individual 

1 r ■ ' > 

ihis program wiih a variety of backgrounds^ experiences, 
and. have sought to .take these into account as the pro-. 



gram was being developed and as^, ptocedur^s were adopted. We'lnvite your Comments, 
reacijltons, and^ri ticisms'iof all phases of the program. The j;levelopers and train 
ing adj^lisdr^ wi 1 1 be meetjng ^at least monthly 'to review the sel^jctlons, progress, 



and comments of participantsV. We want to keep the program up-to-date and respon- 



sive to the needs .of those prep^^ring to assume the instructional Improvement and 
Instructional management/ roles necessary to the functioning of arfirst-rate school 
system* " . / .( ^ V 



"Program Phases « / . ' f , ^ - 

^ You will encpuntejf three phases in the program: ' ' . 

Phase I ^ The parylciparit, his principal , and a training advisor will jointly 
perform a needs assessment actlvJty and select appropriate units from the program 



■ As 



y '^^P'^ ^aps mptSify others., as neededT^' ■T^e7s^^£:£e^ then Become the • 

specif f entraining program for. t ha* Raf^ciJ'dW^^ K"'* ■ 

^ f>se> I { Jhe parttcipani wJ.H pd^or^-he activities and exercises that have 
been Specif ig.^ i,j Phase 4 . ni*;^r)ll per-f^ theje, Indfvi dua1\ly or in'imall groups 

• * * * , ^ " f ' " • • 

• V with other participants ^ appropriate The uni^^s Or prog r^ may he further modl- 
.•>iedor^adapted- during thhs^i/se by the"^rt;icipant Wi th'^e Approval ok h]s' . 
principal and th^ traininq advNof.' ' , ' ' • 

PJjasejm jlipon^pletjon of the- participant wt U meet 

with his pVincipal' ^nd t7^4i4^.? /advisonN^ter examking any prod^jcts developer!? 
- .by, the parti di^pant during thetourse of his ?ctjAUties and af ter 'di scus^s ing with 
the-partic(pant;-activities undeN^taken as par\of the.prbgram , the principal will 
. ^ither certify tiie participant's Wijte^cy iriVe ski'H.-areas of the'target units 
,or-4tMi (with the assistance of the^train.ing adVi^r) . prescribe additional acUvi- 
^xercise? within the scope of 'the targe t\^oirW that had been deter- 



\TOi nW n i^5e ' 1 . Once^^ur, compe tencie'^ i n ;che 
certi^hed by^vthe principal, ypu.^iri rei^'fcve fr6 




2a have been | 



s^^f ur, competencie's in ;che ,speci)^>^get area 

frbm one to rt^ine c reditu (either MSDE 
^y^J'^^peridjng' ypon the iiw^ the- * ^ 

memen'lA >^u^haye 'made with ypur?;t 

ABOUT tR EfllTS;- . ■ 

~ T ■• X , , . ^ . 

toj of the 30 Credits beyona the Bachelors Degree 'n^eded^ to\u.alify 
anj^dvanc^l l^ofes5iona1 Wrtif icate may b'S't^DE Wprks^o^ Credl t 
iyimun(..o'f " 

jn r vers'r ty fcreXi t may 'be^sedi to .qua I i f y^^ 'for :;.th^;^0' "bpyond-" Ji rtpreiii'^t. 





Units 



Each unit is \l 



\ 



esigned 



.compd.tency area.. There, af : 
.> • 1. UNIT OBJECTIVES - 



to develop skills and flnderstamlings In a specific 
three elements .to ead|i^unl t: - 1 

1 he^e specify the expected outcomes in Dehaviorally 

ll\ntts will be found in the \eeds ^ 



sTa^ted^ terms/ A listing o<| the objectives for all 
;'^a5s£ssment device. A quick review of these objecti wi 1 1 give you a good idea 
of the scope of each unit and a summary of the program. 

2. EXERCISES - TlWse arp the learning and practice activities which ^^^ave 
founci' to be helpful to participants in meeting the unit objectives. There are a 
variety of types qf activities— reading, writing, V istening, conferenci-ng , Ipv'es- 
tigating, doing, sharing, producing, etc. .We encourage participants to work with 
the.ir colleagues whenever possible, getting their opinions, commenting on partlcl--, 
pants' work, etc. V/e alpb encourme participants to disquss their work, with their 
principal and/or training adviSor thf^ughout their work with the pro^ram.^ The 
products and learnings from your u^e ofythese exercises will. also be used as part 
of yo!ir*competency certification, f 

3. EVALUATION - Each unit i,(J,!^Judes a *'>j^pstone" act! vl.tiy ^^.t ^jie 'end whi ch 



will be used as the prima^ry evaluation of your ^ompe.t-ency in the .unf t!si area* ,V - 



Addi 



itlonally, as InJI^ated alcove, other exercise "tdems wll f support, your compet^ 
ency evaluation. . . ^ - - - * • • 



Self -Check 



V/e've given ^you a lo;^ of l.n format) pin 




is pp.int, . to.^do'th'e fonowing.^xerciaes^^ 
brm4».t{oo,.preSenteU^ AftVf..^you have pomp leited the ;5e^7^^ 
t i^'^fi^?''^^^^ th a. calieague^.vjfho has also* read Jbt^l 
text ^5. a bo v^. to^ionfirm the. accuf^qy of your respol 
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U The Competency Based Training Program o^oes not claim to be: 

> 

a based on fdpntifled competencies 

b^ Individualized - * ^ 

c, self-traced , [ \ j 

d iriexibie " ' ' 

\ e" traditional • ' 

N • - ' . * 

. 1\ The program 'procedures will assure that: 

» £^ all participarkts will complete units at the same time: 
S b_ all participants will select the same-units 
£ aril .units .will be selected 

d, all participants wil 1 b6 successful' 
*'uvj>i : e V none of the above v . ' . 



\ • 



^ , 3> Theri "aTre ' 



^ phases to the progran\. 



£ one 

b two ' 

.c threes 

• four 

e five 



7 < 



^^"^h. ,The program' (specific units) for an in^fvidual wilj^be selected by: 

. L participant with t'he'approval of t\e principal and; training Advisor 
\' b^ • tfte training advisor wUh th^ approval bf the prir&ipal and participant 
./ c the. principal with the approval of the paV.ticipantTand training advisor 

7 the participant alone' • \ ' ' 

, tKe training advisor alone ... ^ 

^- 'V \ ' ' . : ' ' ' ' 

\^ .*5. The. particip^t's^'competency will be certified. by: , * ' 

T*\ Wi^ prTrTctp^T \^ ' ' ^ ^ 

; ' * . ; 'the\parti'ci*pant > - " , * 

V <^ ' V-£ ,?H^/tC3?^^!^g advisor ..^ ' ■ 

•* . • ^ conse'nsus.lof al} tbr^e.. ^ - r" * • - « 

. a" group, of dnx^Vs xol leagues. , ' , . ^ 



:t^^ T'\/^/^Si:^ the jFoTloWing i$ not encouraged? • . 

/^"^s' . ' ' r^; fjv^- -workihgr tbgeth^i^^Withl colleagues 

>^ th^.prbgrgm 
Tv^ '^^ ' • "C 6 ';r6<rommendtn5 Qha^^ the ,un^t3 

^^•\' ^ -^;\^^3;;^do>n^-;^TI^ ft^ imit^ . \ \ ^ ^ x NX 

. : X:X<fiscus5^|Tig ^a^^ the princi^Dal and the training adviW 





\ 



V 



\ • . 



\- 



7. MS8E Worksnop Credits can be* used for: 



\ 



£ earning Standard Professional Certificate" ^ 

earnlij^ an Advanced Professional Certificate 
£ quej frying fof f of Jthe credits necessary for an Advanced f rofesslonat 

Certrf Icate 
d[ * meeylnci' the requirements for 30 beyond 
£ r^Abur semen t for college credit 



Which of tfle following is^no^an eliement'of the unit structure? 

^ \ ■ 



^>.a yDbJectives 

b exercises 
- c evaluation exercises 

d[ a written examination 




Afiter you have checked your responses to the self-check exercise and are confident 
that you understand the basle features of the' program, , you are ready to begin with 
"the needs -assessment device. Fiillow the djiiectlohs carefully. * 



4* 



\ 






• NEEDS ASSESSMENT DEVICE ' • • 

On the following pages you wi 17 find a I'l'st of the un I ts\ Included In the. 
Competejncy Bascd^ Training Program, Prior to the conference scheduled for you, 
your principal, and tH^ training advfsor/you should go through Jhe list of uni^s 
and objectives at least twice. On the first pass rate each unit according to the 
scal^ below:. ^ ' \ ' ' 

i \ Mastery 

1^1 can demonstrate this skilTor competence now, ' 

' * * * , ' • 

2 « I /have only minimam'cofripetence he^e, 'btit other- .thlngs ' ^ 
• are more ^important right now, \ 

I have little competence in this area and need to ' 
develop greater mastery of this 'skill are^ now, ' 

" Once you have indicated a leveJ*of mastery for eac\) unit, examine closely 

.^acli unit for which you havq, indicated a '*3." Then go through the list aerate 

each of these units according to the* scale below:,., 

. ' ' • - Need 

« I don/t relate to thtsuntt/as structured; I wIlLsiesigrt 
^^re relevant experiences .for myself- a>rd:6et the critique 
p]S^e-.of my-xoHeaguesrrb^ 




prlntlfia] and training, advisor for approv^'.K ''"^ 



B « Twill adaplfNjjjs uo/i' to fit my needs,^ ^nd if my adaptatVons 
are approved,- ! Vl4' I -complete th(^5- ujilc.as adapted, ^ ' * ' 

^ C « t will complete the.iUhtt as written,* > V ^ 

The ratings you have given each unit will be ^-eviewed at the CQF>.ferefice with 

your prlnci^V and training advisor. At that tUne you . wi n also. assign a. high , 

medium , or low priority to the jgh i'ts that you wl-H ne^d to complete, , 
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\ UNIT A \. * 
S^lf -Assessment of Attitudes 
... by Edutaftfortal traders 

You vilU; 

• exp\a}n ihe Pygmalion Effect, 

• explain the unexpected outconfe, 
•". ident i fy your attitudes about . 

observational functions and the 
motivations fbr people's working 
t'oget^er^. 



UNIT B ' ' 

The Organization & Operation of Anne 
ArOndel County Public Schools 

You vf i n : ^ • * ? 

• be familiar enough with the Board 
Policy Book . School Law Handbook , 
^nd the Board qf Education Budget 
Document to quickly locate items 
of specific interest td^yowqiS * 
idepahtmen^ members, students, parents, 
or communi ty» . ' , ♦ ♦ . 

• understand the baste structure of\ 
organization of the school system 

-well enough to identify positions 
to which, sped fic respon^i^i 1 i ties ' 
have been assigned. ' 
be able; to identify specific kinds of 
•services available from your central 
and area, of Sices to. assist ycTu, your 
department members, and yo jr students. 



; ■ - UN ft C 
Making Classroom Observations 

. ^ * 

You w)ll; 

• develop and use a process foj^^design 
jng and using classroom ol>serVdtton 
-Instruments* ^/ 
I J earn the difference between data 'and 
^fy^renoe^ and collect data in classy 
room ^bserva,t i ons . y |^ ^ 
desfgn some* class room observation 
instruments appLtopriate for specific 
purposes identif rfe<by you and the 



tpache.r« 



^%e Profess J pnal: Conference 

You wi 1 1 • V* . . 



learn the tweWe steps in the pro- 
fess fonal conference? format, 
analyze a real or sim^iT&ted audio-* 
tap^ conference "to determine If the 
chalVperson Iriclude3 the twftlve steps^ 
\ in t^e^ professional conference format. 
' analyze .a real or simulatecT audio- , 
taped €6'f»ference to determine the 
chairperson's stage orf di recti veness. 
use^the professional confeKetice for- / 
mat-^fortably artd^e&slly.* ; 1V> 
^dap^ this conference format, after \ 
mast!fery.,to your own style*, 



Mastery 
1 2 3 

Need 
ABC 

Priority 
Hi Med lo 



V 



Mastery 
1 2 ^3 

Need ' 
A B 

Prioriiy 
Hi^ed Lo 



Mastery 
1 2 .3 



eed,„^^^ 
A B^ C. 

PrtgjrJ ty 
Hi Me^'Lo 




Need 
ABC- 

Priority 
Hi Med Lo 



» ^ -NJNJT E- 
Identifying Learning "Resources 

? • ' 
.Yduwlll:;- . ' 

• speci'fy the location of the follow- 

. I ng Items: company catalogs, direc-; 
Story of company agents^ 'and xounty- 

• media servfces* 

• complete 6 search of company catalogs 
dealing with prj.nt and non-print 
Instructional materials In order to 
list all materials! aval fable on a 
specific top 

• summarize the 
instructional -mateflals or services- 
from: xounty central office, area 
office, or commercial vendors* , 

• explain the Board policy dealing with 
the pVocess of evaluating and ^ele%t 
ing b^ic and. supplementary 
instructional materials. 



ic 

e procfdu 



re for obtaining 



UNIT F 
"•Establishing Goals/ . 
Objectives/&>riK)rltles'' - 

You wfll: , > ' ; ' / 

• define rieeds^ goals] objeatives^ 
and pHotn^ties* 

• di'stlngulsh between inetrucHoriat:' 
objectives and mnagement objeciiivjsSi 

• identify ways of d^tfenwi^nihg he6ds' 
of an ocwjizatlbn* \ - ^ 

• Identlf^^ the sources of Information 
I (Inputs) for^gatherlfig data to Use. 

when^^Jetermlnlnvgoais and l 
I objectives,',:' ^ 

• use a goal^setHng. model for 
accomplishing goal? .$nd obj.ecttves 
for your area of responsibility^ ' 

•,.§5!§El-the_i^4|i^^ 

• for use In |?qyr job set«fc1ng> > 



UNIT ,G • ' * \» 
Pevel oping Curriculum 
y • • Knowledge 

You will: ' * \ ."^ . 
learn/d prqce^ ot analyzing 
curri,clilumjf_itructujj:e, , 
J be able J^At^e&rmtne curriculum^ 
o^^ganl nation thrSugh content of 
process <bvelopment .analY^ls^ 
determine ,thfe ^scQge ah^ $equence 
of your own curr^uhp area,' 
practlce>elatljrt0-,th4 needs oFy. 
students to currlcunim devefopmen 
be abf^ to select iijri^lculum cdnt 
^o'and skills de^lghed to *meet .Stat, 
fA^nd county, goalsirand objectives. 




Stran< 

V. 



Mastery 
1 2 3 

' Need. 
ABC 

Priority 
Hl'Med.Lo 



Masjtery 
1 2 3:. 

Need 
A B..J 

Prlorlty. 
Hl ^fed Lo 



Mastery 
12 3' 

' Need 
A B 



'Rrforlty 
\] Med« Lo 



i:.^ - 

UNIT H ' . ' . 
Improving Relatlonshtp Sid lis 

fou will: * i". 

• diptermlne your definitions and ^ 
experiences about r^elatlonshlp^ you 

< per-celve as -post tlvc and helping to' 
you, .J" . „ 

• Identify your "values and" biases ab'out 
fetching In order to speculate onShe 
effecfs your biases have op your 
relationships with others* , ' » 

• analyz^ the'me^^nlnVof the behavior ' 
patterns In your flitprventlon style 
lo order to Interpret the efffectlve- 
nes? of tfiat style tn producTng the 
changes you are trying to bring about i 
elicit and receive feedback from * ] 
others In order to accurately deter,- ■ 
mlofi' the affect and content of your | 
ability to communicate effectively [ 
with others and to use '|h Is behavior » 
In ortJer to be sure you Il54:ef\ care- I 
fully to others* . ' . ! 



Mssiery 
I 2 3 

Heed 
,A B C 

Priority 
HI Hed Lo 



Writing As!.CoinmunTcatllin^-< 



You wl 1 ;^ . * 

communicate wr-ltten Ideas,. t>rc|p\5als> 
^Trtk4irectlv^s in clear language by 
lnc6rpo?5t+«i5-.ih£._c^jcept of peirhoria 
lit ybujf Wrltlrjgi^ 
< demonstrate* awtfren^^)^, of "accoujita 



blirty In written cc 



nu^tques* 



Mastery ' 
1 . 2^ T 

' Meed^f 
A. B*'C 

Priority 
HT^d,lo 



UNIT 

'^Interviewing Prpspecllve Personnel 

You wfll: ^ ^ ^ 

understand th^role of 'the dqpai-t- 

^ Ititervlew*: ~V ' ^ 

i devise>an Interview strate^y^fo;v=^ 

selecting the' |^es»t possible candidate 
•^ Idefitl^y specific 4)ersonnel qu>l*!jles 
required for your department. 




Mastefy 
) 2 3 



• ^; ; UHIT 1^. • * . . 

Nc*4 Teacher 'Or leJjta^t^Oft • 

Yduwril: ■ ^ ^ ^..-^^ 

understand the role of the a^rtment 

' chalreers<in Tnr.:^he orientation^. 4> 

.>proce^l^ ' '^S- " ' .^f; 
" tfeslgn an orientation progVam for new 

members In youf department. 
• rej^^ite thp, s<;fiool orientation program 
- to tfce del^^rtment^al orientation.'. 



Need 
ABC 

s ■ • 
PrIorJ^y< 
HI' Hed Lo 



Mastery 

A ^B C ^ 

l^rlorlty 
HI Hed Lo 



UNIT L ' • 

, The Master Schedule * 

K . • 

You will: . 

• become familiar with the tvpes of , 
schedules 'that are used In^h6 Anne 

, Arundpl CQunty Schoqr%cst.emV. 

• br^abV to fdenrlfy^Tthe type bf 
^schedule that Is utilized In^ur. ' 
' school. • ^ . ^ 

• be able to determine what types of 
Information are foun4 on the iriaster 

- schedule. 



Mastery 
I 2 ^3 

' «Need 

. A^ B^Cr 

Pifiorl'ty 
HI M^d to 



UNJT M 
The Department Schedule " 

X^u'wHI: ' - ; vT. ' . 
♦'be able to determine the. roo(r\ needs ? 

of a department. 
{• be able to construcft q .department . 
schedule. "j^ y.^ 



|*% be abj^ to es^lmat^;the numb-er of 
:*;,"teathers ^needed f6r a department. 



U 



\ ' ^NLT N- . » ' 

Selecting, Planfvfng, antf Evaluating 
My Use oP Time - * ^ 



|rYou^;\yl'll: ' * ' [ ' ; /"^ 

• ^accurately record ycrUr .orv^Job perform 
ance <>n the forms provided In the 

, sequence. ; \ < ^ V 
■9 determine an^ assess- the perfoYpiance 
. priorities you set In^your ^se of 

time. * \ , ^. 

•Identify reemphasis needed'and des- 
f cribe a clear plan hyr time use 
*5Ponslstent wl th'nevr priorities. 
•c.^|^npJemef& and evaluate tfje succe 
^^tli^new 'plan. ! ' ' , 

•_pJM|>^,iniplment,-^nd„eVa lija^t^^^V ther 
- chaniges td, reachoiiew pr lorftl^. " 

MOTE tr^thls Ainlt shou.ld opl^y be* qncjer- 

♦ , takea-by acting department' 

^ ' chairperson, c » ' 

^ ■ 



Hastery 

r 2 3 " 

• Need 

^ B C. 

Priority 
HI Jrted Lo 

^ 



I. 



Mastery. 

, f ' 2 3 




'1 



UNITrO^ 
. Dep.artmerj.tj(l f iindS-'^Any, 
Expenditures 



Ybu will: ' . V t * . ■ Hbstery 

♦ be abVe to describe the dlf,f^^nces t^ '^^ 3 
[-JiejtweeR budget /requ.estsSnd *re^ff I s l?^ T'^^t 

r tlon proceduresv^ . _ . ^ ^ 

• ^be able to comfllete a^requlslttpn 
form 'for your department* y 



• be 9ble to.^^crlbe a stmple methocj,^ 
of recofd-:ke6plng"for. departmental^] 
accounts. ' , . ■ *** V 

• be abVtf to describe the" differences. 
^,betweeri MO Ir (material s> of Instrdttlon 

and equipment ^p*ft:hases. 

• be able to li^terplret a transfer : 
authoghgatldfV. > ' 



-^c — 




iieed . 

/^_B t 
'A' ^'^ C 
,>.PrlorltV 
iHl.M'edHo 



'■/ 



X : 



.V* 



Underst^drng.Your^School CpwiflinJty 

'\ ^ ^ . % * r. 

• define the geographic characteristics 
of .your ?chool 'coqimunlty, . • ■ C - 

• Identify-* the demographic character*- 

Ixan Tnffjienc^ the^^^ ^ 
strMc4iiona1 pVogram, 

• Itsjf some of the "hidden chaVacter- 
Istlcs^'vof the scHool community * 
whichlaffect the InjstructlonaP 
^pf^oces[s» * 

• ^Identify and lls^ resources In the / 
^^^choof communri^y which can b« 

useful In your discipline area, 

• aesign a simple strategy for getting 
coijimunltTy r^csources and < the school 
together- to :-}>enafj t Jnst'ructfon, 



^ UNIT Q • 

.'The Evaluation. ofc X^iarhlng^ 

, i • 
You will: , » 1 

• explain and give Examples of stinwia'- ' 
tlve evaluatHSri« '•• ^ 

• exjplaln^nd give examples of forma'*-- 
^ tlv^^^^luatlon, ji 
••jBXRlaln similarities an^ differences 

between diagnpstic, formative and** 
summatlve evaluatl'ons,. '-^ 

• Identify and use evaluation * ' 
techniques for affec^ ve yblectlv^s ^ 



, . . . UNIT R. " V. ; 
■ • What Goes On ln'-A Istoup v>\ 

You wflU , , / / ,^ ^ 

# deye,1op*several techrftc^Ues to assess 
;T%^e*wor;jjjigsvQ,frj^ 
f analyze and he]ir*others analyze the 
V proce$se$/Qf *^ouPs, ^ 
•^.develop^ fche.^^J I ;to focus and 
summarize the -progress an* process 
of a grdU^^ •> t ' 



7^ 



. Mastery 
1 2- 3. 

Kcftd-.. - 

A ^. y 

Priority 
HI He.d-Lb 

\'-- 



Mastery 
J 2; 3 

* 4 

Neicl 

-A B * C 

Priority 



Mis?tfery 
i.*^2 3 



Need 
A B CQ 

^ PrlbrVty^ 
■HI Med lo 
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. -anne arundel county public schools " ' . 
co'mpetency baseq training program 

FOR DEPARTMENT CHAIRPERSONS 6 OTHER RESOURCE PERSONNEL 



Certification, of Competence 
.Form' 



Date of Needs Assessment 



Date of Examination 



• Name of participant being exammed 
School 



Name of School Principal^ 
Name' 6f Training Advisor 



A. THe participant has listed^the following units as •thos;e he/she agreed to compl^t'e 
before this competeficy examiaation: 

Unit Letter * • , Title" - • • 



\ 





























i.- 






V 




\ 

\ 














r 




. 0 

^ c 








^ *kJ. 





The proeedures I i(§ed in condlict ing- thTs ex^mination^weTe: 

^ — 'i 

A. 





This fori^i is to be filled putjy^h^scliool principal (except for section A and 

the lists of exercises t evaluative procedur.es "tfihich should be filled out by the 
participant prior to the examination-pre'cedupe) , 
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1 



t. For. Unit 



performed the following evaluative prQcedpres' 



the participant 

Level of 
Mastery 



1. 
2. 
3. 

5. 



II.' For Unit 





AW./jor Unit 




-BArfomerf th^ fol lowing 



2. 
3. 



pepfornied the fpllqwing evaluative proSeduijes': 




he participant 



Level of 



'The mjrtber of ^ prpcedur'es for 6ach ur^l.t wfll viaryt 



^Levd^of Mastetyt O^inadequate^ 1=ade^uate, 2=*good, S^excellent* Your own 
professional judgement is^beteeT here thin any criteria we could or would •state. ' 

■ '■ " 132' ■ ■ ■■ 



IV. For 



Unit 



7 
/ 

performed tfje following evaluative procedures: 



1, 
2, 
3. 

. 5. 



. F^/ Un 



it 



pe/formed the fdl lowing evaluative procedures: 



' - • i 

. r: i 

2. 

. 3. 7- 
"5. 

VI. , For Unit 



/ • 



"performed tKe'ToTl owing evaluative prbcedu res: 



V 



•1. 



the. part id part t 

Level of 
^Jlasiery , 




the part'clpant 



Level of 
hafSitery 



the followinfi 6valuatlvS procedures: 




pdr formed the foHpy^i-ffg evaluative procedures: 



the participant 



Level of 
Mastery 



the participant 

' 'V 

Level of 
Mastery 



IXi For Uni1: 




performed the followfng evaluative proc^dure.s: 



/ 
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'level of 
Maste'rV'-v**^ 




My gener-al reaction to this participant's' performance follows: 

■ ■ ■ * ■■ ■■ I - .: ' 



In a time period of 1-2 hours (minimum) I have Examined the material s, -products,'* 
and evidences of performance which were/ asjsembled to demonstrate this participant 
cfompBtence ip the various areas of^thife training program* I find his/her 
demonstration to be acceptable to me, and I hereby 'certify his/her competence ' 
by my standards pf mastery. -iJ^ ' . 



Signature 
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f/.> o ''^: ■\ ^ -r-H'^' f->-.^\■■ 



/ 



This unit is one in a series which tdken 'together 
w.ith the appropriate manasement s:if$tem cohs.titutesv 
a Competency. Based TraininJ J^rogram.fof e'dfucational 

^ leadership roles. The \units" aru designed to assJist* . 

. participants in developing .specific- instrucfionaV^. " 

^ improvement and instrueitional peyiagemen^ competencies. 

t*^" ^ • ' ^ 
'For optimum ^r^surts this unit should be used; in . . 
conjunction with and accdrding to tJ?e dihectfon :ih' 
the Competency Based Jraifiing Program Guide . v , 
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SELf^-ASSESSHENT^OF ATTITUDES 6Y EDUCATIONAL LEADERS* 



OBJECTIVES ■-' • . / 

-■ . - ~. - • "- - vr- , - • . -■ - 

You wi in ^* / . ~, 

explain the Pygmalion Effect* 

< 2.. exptain the unexpected outcome. ' 

3*. l-dentify your Attitudes about observational functions. 



identify your personal, flexibil ity and your attitudes about this 
Characteristic in yourself. 
5* draw relationships among your responses and decide if you wish to 
change behavior and attitudes. ' ... 

introduction" ' . 

What atti tudes do you have about peopte\s motivation, for working? 
How do your d\titMdei6 affect your leadership style? How deep^ly do you get 
invol^ved in tasks? What effects do you have on people because of this 
involvement? ^ . . 

Think about your own attitudes toward certain ^groups of people-** 



.teachers, parents, women, etc. .Do stereotypes for the group croSs your. mind? 

^* stujlQnts live up' or down to their teachers' wpectation of them? . 

^ —This unit helps you focus on your attitudes, expectations, andf\ 

b^iiavior in thes*e related areas. It seeks to give you some Information useful 
to you* do ha;¥e a small caution, however.* No exercise wHI give you to- 

taUy accurate information. Look at the da^you get from these exercise?. 
If you relate to it, dfeal with it. (f U is inconsistent with or contradict 
tbry to other data you receive, theck further before making any plans for * 

^TWs unit is adapted from Champagne and Morgan. 



ilg^hanges . On the pttAr hand J f*ff' this 'dita tend's to wnhrm othsf dla^h^^ . \ >' 

• then trusty It and use ii as a base to pTan ^iome refocuslhfl procedures'; ' 5ome : . 
reaU^JChange^o'r 4T)qre honesjt aVsessTCnts of your behavior may sTgnlflcantJy . . 

.locrea^se yoiir ef feet fVeness In your role*^ ^ L_ ^^.^ . * . ' 

* ^ * % ^ . ^ . ; ' * > • 

^ .-: .£XEtfelSE 1 ' . • * . . 

;- 'f^ — ^ . ^ • ""'^ ' ^ - ; ^ '\ 

Follow the directions on the suc*<ieedlng exercises* Oorf't bother 

trying to psyche out the exercises and pretend to write the "corr6ct" answersV 



' 1 



I 



. * ♦ 



ERIC 



^ V „ ^ - - . £ducational leaders^ attitudes: % the x-y scale ** 

• /l. Jhc ftfilowing are various types of behavior which *&n educational 
. ! t .^leader may dispjay In relation to teachers/aides** llead each Item. carefully, 
*m<i Ehpn put a check, mark In one of. the columns to Indicate what you would do. 



9,' ' ■ 



V ^r* -1 ' * Make a Great Tend to Tend to . Make a Great 

: : ; * / - Effort to Do This Avoid Doing Effort to 

. Do This* This Avoid This 

• Closely obfserve teachef^V * 

aides In qrder to get ';\ • ^ 

" better worTc from -.them., ^ ' ' ^ 



*1. Set gbals and Qbjec* 
; - t},ves *for teac}]fers/aldes 
^nd*^sel I them on the 
. J. merits -pf my plans. . 

. V3. Set ijp controls to assure 
* . that tMchers/a Ides are 

g6t^lng the jb6 done* ^. ^ 

A. Entourage teacherS/a Ides \' 
to set th^lr own goats ^ 

i«id object iVess ' J _2 ' 

Sv^Mak^ sure- th4t teachers/ ' ^ .^^ 
^ ' aides/ ;Vyork Ts^ pi an/ied , / > . ' " V- - 
; ■ - - ^'ou-t for them* ' ' ( 

. - ehei^k^Wlth tfea^c^^^ , . . ^ . 

r " . ; daily^to ,?ee If t^iey > ' ' » • / . 

^ J need any-f^^tp.v-^ .1 \ «. . ^ . . \ 

\'\ / 7'., $tep s|n 'a$ ^S^n ^. ' • • . 

.^ reports lhdlca.te that * . / 
: '^^^.^tKe job Is slipping, .'r^ - * ^ ^ ' ; ' 

. *' * ' ^ VS^/^ush m/ pwple/t^^ ^ . ^ . ' 
' sche<lules-if necessary; — ' \ J ' 

-rv, >. ' * r:'/' ^ . ^ ' ^ ^ 

'9.^ Havet.ftequent meq.tings . - , , 

' , * . to keep in^toych with . . ♦ / ! : ' 

- ' 'what fs ^oVn^'^on. ^ , ' - ' • \ - \ \ 

s:- ^ ^ ,^ ' ^ : ' 

^ Vi'V^ decisions*. . • -^M 



^j^. ' *.Tnts. scale can be related to teachers, aides., parent trainees, oi* others. 
•Ji^;;- . #/.Chanipagn6, Daviti W, , and Morgan, -John L. . , ' ■ 



...... . . 

i 



^ iXj 2. Bead the descriptions of the two theorles.of .leadership telow. 

Think ^bout your own attitudes toward te^chers/aides, and- lojcate oh\he scalfe 
below where you think you are In reference to thesfe sets of assumptions. v Do 
'n6t refer to number 1 Iji doing thU.. - \ . v ^ 

. THEORY X ASSUMPTIONS 
a. The average human being has an Jnherent dislike of work and wUl 
avoid It If he can. * ^ 

* b. Because of this human characterlstlc of dislike for work, most 

\ . ■ - . : ■ • 

people must be coerced, controlled, directed, and threatened with 
*^ punishment: to get. them to 'put forth adeqpate effort toward the 
achievement of organizational objectives. * 

c. The average human be.lng prefers td]be directed, wishes to ayold 

• * - . » . . -» 

responsibility, has re.lati vdly, U ttle ambition, and wants security 

... ^ 

above all. 

~ THEORY Y ASSUMPTIONS ' " ' 

a. The expenditure of physical and mental effort in work Is^as 

t ' ' - * *- ' 

natural as play or rest. \ ' . \^ - ' 

'b. External control and the- threat of jJunlshment are* not the only * 

yiiteans of • bringlntf 3bout effoVt t<^ard^Organf zatjonat objectives!^ A 

■ , ■■■ ■■ ■■• ■■■ V . ■• ■. ■ • ^ ■.. ■■ ■ 

Man wj1l exercfse se 1 f-d 1 rect^bn and self-<iontrot lifthe servlce- 

-of objectives to whlch-^he Is (Committed. X. -w ■ ■ V . . 

' '■■ . _ ■■ i^^f'.-;--, . V:/-' . ; ' 

c. Commitment to bbje'CLtives;,ifs a f Unctlijh .of the*,f*v«irds associated: : 



• » 0- A,' 



with thejr -achle»yi^men^rT>^^ .,0 ^-i' i^:?" v^^,. . ^ : ' 

I. Thfe averaafi^fi6min h« fjfo. liTArnQviirt Hpn nrn^P*^rrsnM4-ttthtl' r^^fih r^ /t. 




Under ^the conditions of modern socleUl ;;ilfe,/the.lntcilcetuk^^^^ 
potentialities of the average human belna only partlal.Iy 
utilized, / ; . . , • . / , 

Indicate on th^scale below where you Would classify your.own basic * 
attitudes toward your subordinates in terms of McGregor's Theocy X and Theory Y. 

J . ■ . .. • 

T*'«°''y"X . f ; . ' t ' ' \ Theory Y - 

10 . ' -20 ^ • V 30 - * >^ \ ^ 2,0 ' .* ; 



3. Of th^ ten I terns .you responded to Iri Aumber T, lls£ tfi^ numbers of . 
those whert the concept Itself was difficult for you. to deal with* 



Why were these concepts 



4 

difficult to deal with? * ' 



. . / ^ :FiEXIBIUTY SCALE ** ^ 
Complete the follow^nfl: 

a. Re^d all th^ I terns first. ' • . * ' . * 

b. ^ Chfeck/those.Ttem^^^ 

and/or 'stanbe In the; (check) icbliintfiw 
•c* -Plac6 a T (True) or F (Falje) loathe T/F column for each Item, 
• d. -V\naiyz;e ydur checked, ttens .In terms oft * ' * . 

()) Preferences- pattern , ' 

^'(^j . If ke/dlsl Ike pattern 
^ • . .(3) / Behavior patterns that are' observable ^ 
/ , ^e/ -Afe. there ahy .Ujconslstep'cles \x1 the- relationships between 
(1), (2), and (3) f r<Jm 4tem d abov^e?^ / . ^ 
f. ^ l.f {nconsUtencie^ are'ldentif table, how do'you* think you might 
, * deal with them? ' \ v ■ ' " ' - * ,i 



* I. •rr'am often the last one to give jup trying to do.a. thing. * 
1^ .Th^re is^usually only one best way to so^ve most problems, 

3. J .prefenwbrk that .requl res a grieat deaj of ajttentlon^to^ ' 

* ' dbta i I . ^ , ' ; . . V 

^ H. I often become so wrapped up in sdSmethlpg I am doin>3 that 
U fi^nd It difficult to tCirn my attention to other matters^ 

, S' I prefer dqlng one thing, at a tl^fe*to-,ke6pliig several 
projects' •goinrg^ } ^ - \ - 

6. I would like a position which, requires frequent changes 
-from one kind of task to another. ' 

people may have a different polnt^of vTew. f 

* ' * \ * ' • i , ' ' 

8. i find It easy to stick to«a,certala scheduVe, once' \} hav^^ 
. ' 5tarted*on It. V ^ • 1^ • 

•9. I prefer j:o Istbp and think befqrej act*eveh on trifling 
mafters." * -"v • \ ■ ' . 

10. i wourhd nbt like the kind of wprk which lnvo)yei»**a large 
number of different activities* 

IK ^ I usually find that my^ own way of attackfng a problem U ; 
. best; even though It dbestn't' always seem to work J n' the - 
beglnrrlng. ; * " ^ 

<• ^ ' \ \ ' V / ^ \ ^ 

12^ I dislike hjdvlng to learn nevy/ways of doing things. 



Check 



** Charnpagne, David W.^ aad Morgan,. John." L. 



13. I like a great deal variety in my work^^ 

14. I «am a inethodix:aI person- in Whatever I do. 



15. I am usually abl^' to keep at a jot) longer than most people;^ 

J6. I tbi^k it is usually wise th do things in a xonvent!t)nar 
way. , . ' % 

17. I always finish tasks I start, even if they are not very 
important. : ^ ' ^ 

./ v. V : \ 

People who go about their work methodical ly* are alftiost • 
. always the most successful. ^ 

19. WhfnJ have undertaken a task, \ find it difficult to 
set it aside, even for a. short time.,: 

20. f have a work and study schedule which I follow carefully. 

21. It (s always a good thing to be frank. - 

22. I believe that* promptness is a very Important personality/ 
oharacteristic. k 

23. My Interests -change very quickly. ^ 

2**^ .It is^the^Slow, S'teady W9rker who usually ^ccompl ishes 
the most In the end. 

25. I usually dislike to set asljle a task that I have, under- ' 
tak^n until it Is finished. 

*• ' ^ , 

26. I am Inclined to go fr^m one activity to another without 

_xon±-liiuJjig wlth^any^offe.^^^^ ^ ^ . ^ „ _ _ 

27. I prefer to do things according to a routine whixh I p|an 
• fnyself . 



(check 


T/F I 














* f 


V 




-# " 












* 






» i 


< 






i 

i 


— H — 

- » 







i 
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EXERCISE 2 



1. What r^lifltionshlps do you see between your answers on the preceding 
' exercises? Briefly describe these relatlonifhlps here. 



2. As you look at the results^, are there any syrprlses In the scales" 




for you? 



3. What relationships between your attitudes and your .behavior do you 
see on these exercises? 



What effjBCts do you believe your attitudes and behavior have on 
members of your team or department? 
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EXERCISE 3* 



The Pygmalion Effect: 
'What>ou. expecW Is what ybu get/** 



A Participants will read the following excerpts^ .^^f^^^ It Is 

recommfended that this exercise be done as a group effort.- You may want to make 
transparencies from these excerfits. After viewing or reading these excerpts, 
participants wHl. explain the following: 
The cl Imate factor 



The feedback factor ' 



The Input factor 



The output factor 



*The material In this exercise Is adapted from Rosenthal. 



THE PYGMALION EFFECTJLIVES 

.by . ' ■ .. 
" , ^ Robert Rosenthal ' ^ • 

"Almost five years ago, the author .proposed that students live up, or down to 
thei.r teachers' expectations o^them. He said teachers express their opinions 
consciously and unconsciously, in word, grimace .and gesture, and that teachers 
Who think their students are bright teach harder* The Pygmalion theory caused 
consternation and quarrels among teachers and researchers. Now comes the 
author again, with a larger sheaf lOf evidence to show that he was right. 

V . . ■ ■ ■ . 



* The Climate Factor 

"Climate" apparently has to do with warmth, attention^ /ind emotional support. 
Fourteen stiWies have investigated this factor, 12 Df which came »out' as .predicted 

GervAlpert told a group of psychiatrists thSt some of their, patients had been 

specially selected for tbem on the basis of "therapeutic compatibility." She 
» ♦ 

gave them no expectations about the rest of *their patients/ later Alpert askfeci 
the patients to pjescrtbe theif^ therapists and their session together* From a 



patient's-eye view^ psychiatri-sts -behave mQre warmly toward people. with whom 
they expect to be compatible' ancf who.are^li.kely to get welK 

Alan Chikin, Edftard Sigler', and Valerian Derlega asked male and female*" col lege 
undergr^aduates to teach "a short unit on home and family safety to a 12-year-old 
boy. One third of the "teachers" thought that the boy had a IQ of 130 and did 
very well in school J one third thought . that the child had an IQ of 85 and'did 
poorly in school; and the last^third had no information about the boy's IQ. 
Then^the experimenters Videotaped the exchange between teachers and students to 
see what nonverbal cues wera^jgoing on. 



Teachers wHo thought they were dealing with a bright student were more likely 
to smile *t the boy, nod their jieads approvingly, lean, toward the boy, and look 
him in the eye for longer periods. ■ A variety of analogous studies have found 
th§t "special -potenti^ir* subjects' report their teachers or counselors as being 
/ more positive, accepting, perceptive, friendly, fond 6^ them, ancf supportive. 



The Feedback Factor' 



The difference between this factor -and the previous one (for both Involve 

«r . • ^' 

warmth and attention) is that fee(jbgck depends on a response from the student. 

A teacher can be generally warm, but still react.'critically or indifferently 

t© a* child's/answers or comments. Feedback refers specifically to how^much^ 

. active teaching occurs: of te^he^ teacher rewards a desired response, cbrrect's 

^ a wrong answer, asks for the student's further thoughts, and so on. Ten 

• studies explored this factor; of which eight supported it, 

«. - * • * 

Jere sfophy and Tom Good asked^ first-grade teachfers to name their high and 
low achievers. The researchers then watched the teachers work with the 
children.^ The teachers ignored only £hree perc^nt^of the higK achievers* 
artsw6rs but they igno/ed 15 percent of the low ach^leyeps^ answers. The good 
Students, then, geHnore. feedback, whether tHtfr responses are right or wrong. 

But another experi,ment found that "children believed tQ.be bright got* more 
praise, but not more criticism; criticism was reserved for children believed 
'^'^%<^be dull. Yet a third study found that supposedly "gifted" children get 
more, praise from their teachers but. found no, difference between "gifted" and . 
"regular" children in the criticispi they got. . The matter is complicated. 
Perhaps criticism for a 'wrong an^er needs to be accompanied by enough praise 
\ and support on other occasions; otherwise t|ie student may see the teacher as^ 
overly critical and cold. We can say with mode,st certyt-inty that praise is a^ 
faetort^^^^jilfTe>^ the Pygmalion effect, but the role of criticism is less 
oAa/;,; ' T^ - ' • . . • V . . , 
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^ The Input Factor 

^ There are only five studies that directly deal with this factor, but all five 
find that teachers literally teach more to children of whom they^expect raore. 

.The 'most dramatic case, in'p^inf is W, Victor Beez's work vith $0 preschoolers" 
and ep^teaclrers in a Headstart program. -Beez told. half of the teachers 'that 
they Qould expect poor* performance from their supposedly '"below-average" 

.children.; ithe rest expected ^exceptional performance from their "brjght" ^ 
children!" > - ■ . " ' 



The teachers worked much harder when they believed they had, a "bright child!' iV- 
In a unit on word learning for example, 87 percent of the^teachers of "Bright'' 
children taught etght or more words; . but only 13 percent .of the teachers of' 
the' "dulT" children tried' to te^ch them that many. Not surprisingly^ 77 per- 
cent Of the "bright'l children, learned five or more words, but only 13 percent 
of the "dull children learned that many! ' . ' • 



Number ' 
of words 
^ ^^"ShJ: ^ . 

11 or more 
- 9 or 10^ . 
7 or. a 
5 or 6 
4 or less 



Teachers' expectation 
dull ' brightill 

:.ciiiljdren — cMJdren — 



1 
7 

15 

J_ 

30 



14 - 
10 

3 

1 

2^ 



/ 



erJc 
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The Output Factor 

Eleven studies, out of 12 -done. support this factor, indicating that. teachers 
encourage, greater responsiveness from students of .whom they expect more, 
They call on such students more often, ask them harder "questions, give them 
more time to answer., and prompt them toward the correct answer. 'Output. i§ 
therefore closely related to" feedback. Mary Budd Rowe gives lis a good example. 
She was interested in f\ow long teachers wait for an answer to their question 
before going on to the next child. She found that many experienced teachers 
•wait only -one second before they ask the question again, often of . someone else. 
However, Rdwe found that teachers wait longer for thfe students whom they believe 
ttf be bright. When Rowe pointed -this 'out to the teachers, involved,, they, reacted 
with surprise and insight. "I guess we don't expect ah answer (of the poor 
students)," said one, "so we go on to someone'else." When tjie safne teachers 

- * » 

then deliberately increased^ thetr waiting time for their "slower'^ students, . 
they got increased responsiveness. ^ ' . . • , ' , . 
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Leacocic found that* the teachers were much less favorable to the lower-class 
children than they were to the middle-class children;, 40 percent of thei^ " 
comments, about the poorer children were negative, compared to ^0 percent of 
their comments about the. middle-class children. And the teachers were even 
more likely to talk negatively about >black children than white children, 43 
percent to ,17 percent. . \ 

Leacocjc then went on to relate the children's IQ scores to the teachers' 
feelings towaVd them. IQ scores of the middle-income children, both black 
and"white, were clearly related to the positive attitudes of their teachers. 
The relationship did not hold for the low-income children; in fact, it was. 
reversed. That is, lower-income children who had higher IQs tended to have\ 
teachers who viewed them negatively, and this was especially true for loweV- \ 
income children who were black. The children who sul^passed their teachers' 
expectations got resentment and complaints for their pains. . ' / 

Thus .childr*en who were bath black and lower-income have a double handicap. 
And this result cannot be attributed to white teachers' bias; both' of the 
teachers of the black children were themselves'black. The prejudice of stunted 
expectations knows no race barrier. . 



• ' An Unexpected Behavior 
It seemSi^ then, that when a child who is not expectejl to do well does so, hi^ 



\ < 



■ teacher- loioTc§ up^ori his behavior artd .personality as undesirable^ This' was* • 
especially true, we discovered, for children 4n low-ability classrooms. Tethers 
may have a. difficult time thinking that a child who has a' low-ability label can 
show an' intellectual spurt. Jhey may interpret this changl as "maladjustment" 
or "trouble-making;" Perhaps the child doesn't know his plaice. Alfred Shore, 
for example, asked, teachers to predict their students' intellectual achievement 
and tOv^describe their students' classroom behavior. A month later. Shore gave 
the teachers the students' real IQ scores iind asked for a reappraisal. Again, 
»'i''<;*!^'^'J^?tvd«WA^^^^ personality and adjustment who had done * 

/ ■ ''too;y9rt^- i.>|:^li||^^ . ' ■ • 



i 
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m the Pygmalion effect as ]i Rely to occ^u'r.ln the' real v^ld as."iff thV /t^ ; 



^xperinwnter's towjer.' 



For example, Randy Bumijam and Donald Hartsough found 'Pypatiiin . in the^swijimifngv 
Ijool. ^Their subjects were bo/s and girls, ages? seven to 14, who w?re learning 
to swim at a summer camp. Half of the instructors were led to think that they 
were dealing with a "high potential" group, and. their students became* better 
swimmers, by the end of their two.-week camping period, Jhan the regular group. 
And anWer team of researchers found that it took only two weeks for teenage 
girls, who were institutionalized for )grious offences, to show a marked improve 
ment in their classroom behavior wfien they had been labeled "potential bloomers. 



J. Michael- Palardy tested the popii^lar assumption that boys have a tougher time 
learning to read than girls^. 'F.irslrgrade teachers are well aware of this folk 
belief, and thus have clear* eVpfectatipns when they give" reading lessons. 
Palardy surveyed 63yekhers and. found' five who felieved boys could learn to . 
reid as- well* as girls, in the first grade. ' He matched these five on a number of 
factors-background,, teachirrginethods, etc. -wftli, five who tieTieied in the ster- 
eotype. Indeed, teachers who expected to discover sex differences in reading • 
ability ^oiind them. But the boys did-jilst as' well as the girls when their ~ 
teachers thought they-woiil'd. The "well -known" sex difference in learning to . 
read also tends to disappear whennthe children" learn from teaching machines 



rather .than from teacliers. 
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;> •: V ' '\ \. . ''WHO'S WHO'** . 








^ ^ ;Lpok. at thp excerpts immediately following tills exercise. Can you 

♦ ' ' ' •«* * , . 




;InaWfi labels A, B, and C to pictures one (1), two (2)'; and three (3)? It Is 

•*'•*' ^ i ' 


* /» ' • 


recomrtended ;:that thfs exercUe be done/as b group activity. 






♦ • * * ' 

'took '«t, excerpt number two (2). Wa$ It 


easy fo^match the labels — 


• 


with' tbe pictures? Discuss the matching exercises wlth'others. 




K Do stereotypes for groups cross your mind? Why? 
• • 






^ ^ ^ 








• 




«» 















L 






: ^— 

1. Do you often use stereotypes to fit peopld Into categories.?. Why?-/- . 












« ^ , — 


» 










-^-^ V. •■ i 

■ , . ■■ . ^" 


















• t 


3. In everyday life, which Is 'more desirable-no think 


of peop1e\as. types . 


t 


\ • 

,oras Individuals? Why? 


• 




f 
















1 
1 












i 




• 

« 






• s' 




*Thls exercise Is adapted from. Scott, Foresman. 
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A Mrs/ J^lred BJ^and x 
^ KousewiEe ^ 



f * 



B Miss Lynda Lajnarr 
movie star* 



C Ms; tlaudia Stope 
career woman 



Can you match labets A; B, and C to pictures 1, 2/ and 3? 
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* s Excerpt* 2 * ' 

« 

,V^as it easy to match label C to picture 1, label A to picture 2, and label 6 
to picture }V Stop a* minute to reconsider. Isn't it possible that picture T 
could be a housewife/leaving on a trlp> picture 2 ^a movie star on her day off, 
and picture 3 a career woman, dressed for a party? Don't let your familiarity 
with- stereotypes, make-you jump to conclusions, 

A stereotype is a* preconceived mental picture about a group, of people. Career 
women, housewives., and movie stars. are three good examples^ ^ereotypes assume 
that all the iadividudls^ in such groups look and act alike. However, genera) 
conclusibns about any group are se'ldom accurate; they are particularly dangerous 
when you're makin^Judgments about an individuals 



Thfnk about- yotir own attitudes toward certain 
" group^s pf people--teachers,* parents, women- 
driver.s,^ pon9ement,* ppl iticians, ^ ^ ^ 



1. . Do stereotypes for^^the groups cross your mi^id? 

2. Do you o^ten 'use stereotypes to fit peopJe into categories? \^ 

3. Jn everyday Jife, wMch is more v desirable — to think of people**^ 
as^'types'or as individuals?^ 



The page is adapted fr^m Tactics .in Reading B", a paperback workbook of 
reading*skil Is exercises' from Scott, Foresman. 



0 

EVALUATION 



\ 



React in written form to the following questions, 
I. What do you thtnic you learned from this unit? . 



2. What changes do you plan in your behavior? 



3. Can you plan and Implement these changes by yourself or do you need help? 
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How win you khow If your/ changes are having the effects you desire? 
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This unit is one in a. series which taken together . 
with the appropriate management system corist^utes 
a Competency Based Training Program for educational 
leadership jroles. The units are. designed to assist 
participants in developing specific instructional 
improvement and instructional management competencies, 

For jQptimum resuTts this unit^ should be used in 
conjunction with and according to the directions •in 
the Competency Based Training Program Guide , 



I. 
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" ■ , 1 ' 

THE ORGANIZATION AND OPERATKiy^F ANNE ARUNDEL COUNTY PUBLIC SCHOOLS 

OBJECTIVES - . . » 

You will: . • ' 

J. . be familiar enoijgCwIth the Board Policy Book . School Law Handbook. 
and the Board of Education Budget DocgmenX to quickly locate items 
of specific Interest to ypur de^.^rtment members, stuclents, parents,' 
or community. ' ^ , . 

2. understand the basic structure of organization of the school system 

• well enough to Identify poslti|)ns to which specific responsibilities 
/ have been assigned. ... . * 

3. be able to Identify specific kfnds of services iavallabic from your 
central and area Offices to assist you, your department members, 
and your students. . 

INTRODUCTIOli ' • ^ 



Every societal institution must have a set of rules and procedures ^ 
In order to function effectively i As' such, your school system has b©th 
formal and informal rules and procedures* * 

. ^ The formal rules and procedures can -be fairly eas I ly* Identified ^ 
through observation and study; the informal ones, however, are less easily 
discovered and are learned through experience and on*the*jbb- activity. 

This unit will prescribe certain exercises to help yoy observe and 
Study the /c?ma^ organl2ati^«ij,^a|^ oper^ of your school system. In 
addiction, there are Included several tasks whicfi, when undertaken, will help 
ypu to dlscov/sr some of the informl workings of the organization. ' 

■ •■ . '■■ ' ' ■ S ■ ■ ■ 

• B-l • • ! 



. I . Armed v'ith information learned tn this unit, you should be able to 

function mofe efficiently In your leadership role. 

. - As^ou proceed through jfhe exercises listed below, do not attempt to 

memorize ,the information you glean from the various sources— the objectives 
I * ' \ ' 

. of the unit ^re structured to afford you .'a general understanding so that you 

will have at hand tke; f ac i 1 1 ty to get Information—not store fti . 

EXERCISE 1 , . 

1. Obtain a .copy of tlxe yBoacd Policy Book from your principal or 
* media specialist (yb>-arlan). Take a few moments to thumb through iti stopping 
to re^d a few paragraphs when y^^^pot an item that |;nte^sts you. You will " 
note liTimediately that the paj^ o^ the bc^k are cp4or-coded. You may also 
notice that some of the items are idq[VH;ica*l toMtems In your negotiated! 
roaster agreement. Items of^tfoard pol l^^w^ch were accepted as a result of 
negotiations between the Board of Education and fhe Teachers Association of 
Anne ArwndeJ County -(TAAAC) are printed oi Vgr.een pages. Just as there Is a 
teachers' association which negotiates salaries, hours, Bnd working conditions' 
for teachers, there is an ^sspclatlon which doea the same for most, admlnlstra- * 
tors In the school, system". This' association Is known efs the Association of 
Educational Leaders (AEL), litems which were the "result of negotJatlpns. , 
between the Board ot Education and AEl are prlijted t>n ' 
colored pages. 



2. E)cplain briefjy below the source' of Items printed on yel low- 
colored pages ; » ; ^ - • 



r 



3. Explain briefly below the source of Items printed 



!;• colored 



pages : 



k.^ A quick glance at the-taJbles of contents In each chapter of the 
policy book w\i give you a general understanding of the major organizational 
structure of the document. Copy the -chapter headings here; 



5. Now examine the fnfdex of the manual. Note two or/three Items^of 
Interest to you. Pose a. question or two about- each, of the Items. .Does the 
text of the document answer trtes.e questions? Record your observations, below: 



- . ^ 












• 








* ; ^ % 


-1 . 

« 
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EXERCISE 2 . . • * • •:• 

1. Read the 'following: . * * , . , 

'. .' " * 

As you were examining the Board policy book, you prb'bably noticed 
references made to school law and to' 'by-laws of the st?it» bo&rd of education. 
While the local board of education is the final auth'cSriiy. relating to educa- 
tional issues within the local s6ho6a system/ it (the local board of education) 
is accountable to the state boar^ of education and to the state legislature 
in that its decisions mupt not* conflict with decisions rof these bodies. 
?foreovej-, a local school sysfem'is required to follow certain guidelines . * 
which, have been approved by^ the state legislature and/or the state board of 
education. _ ^ . v 

^ Documents exist which codify these rules "and guidelines, and reference 
to these documents can help you .to understand the background of decisions < 
and. policies that affect the Btaff, pfogram, and students of your school. " 

• .2. Ob^ain'coples of the fbl lowing* documents from your principal or 
media special l&t: • ' , 

•The Public School Laws of Maryland Including th*, Code of By-laws of Me 
Mau-yland State Bo,ard of .Education" Maryland S chool Bulletin, Vol. XLVI. 
Ho\\, July,, 1 970. -^J - • - ■ •.. ■ . 

•The Poibllc School Laws of Maryland' (1973 Cugiulatlve Supplement)"" Maryland 

School bulletin. Vol. XLIX, Ho. h, August, ^973. . • \ "—^ 

(or later supplement) * * * 

Thumb through these documents to get a gener^ Idea of their organ^- 

zation and content.- 

■ * ■ ' - ' » ■ 

3. Examine Article 77:' Wtlon 79, "Textbooks, ma-terlales of Instruc- 
tlon, supplte^ etc." Answer the following questions: 



a. What does state law require local school systems to provide' 
to youngsters as they attend school?^ 



b.. How does this law affect your department specifically?' 



c. * Wjiat controversies have arisen over this statute? How were 

• ^ ' . *• 

they resolved? ^ 

^^^^^ " 

— 1 f * ^ ' * 



"4.41 Now^ej^amine Article llx Section 89, "Protective eye devices/'. 
What departments in your school are affected by this law? Is your department 



one of them? 



J' ' 5. Fjnd out what the l^-^says iifatpufe suspension and expulsion of 
pupfls fay examining Article 77- Section 95 1V both the July^ I970 Maryland 



^chool Bui let tn and the latest supplement.' What changes have been madenn 
the law slnce^ I9707 ' 



6. The By-laws of the Maryland State Board of Education are also 
listed in these documents. These by-laws have the force. of law and must be 
adhered to by all local subdivisions. Examine By-law 325*1 "Programs on " 
Ethnic and Cultural Minorities." How d'oes this by-law affect the progr>am In 
your department? 



What could yogr department do to further Implement the Intent of this by-law? 



i 



- EXERCISE 3 ■ . . 

1. Estimate below the percer^ages of expenditures for each category 

-• • • ' ' , • . . • • 

of cost for your department's program county-wide. ' ■ ; 

Salaries %Wages (profits I ona I, secretaries, s clerks).....'. % 

Contracted 'Servlces^(c^sultant /ees,,^Workshops, machine . ^ ' 

' ^ rentals, repairs) ' » 

V >**•*. • ^ r 

Suppl les Materials (materials of Instruction, textbooks., • ' 

off Ice .suppl les) \, % 

^ *• ~ • . , . s *. * ' \ . — 
0 the r; Charges" (travflj^ conventions, arid meetings) '. %/' 
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Equipment (new S replacement) 



Total instructional cost 100 % 

■mi * ^ 

(You win have the opportunity ta check the accuracy of your estimates later 
on In this qxerclse.), ^ , ^ 

2. Read the following: 

* ' » * 

A school system budget is nothing more:or less than the educational plan 
for the system reduced to financial terms » Through the budget process the 
professional staff communicates its needs and desires, prograais and priorities 
•to the Board of Education. The Board, in ti6rn, uses its budget review process 
to decide its priorities and emphases for the upcaning year or years. The 
cotinty fiscal authorities (county executive and county council) then must 
decide what portion ogihe school system's budget the county can afford and . 
mise the money to fJR it. , . *t>^ 

The budget is then at once a communications tool and a fiscal tool. As 
department' chairman you will participate in .budget development decisions at ' 
the local school level. Your understanding of the results of such decisions ; 
will be enhanced by an examination of the county level budget documeJit. : ' 

The budget document is divided into two main sections (not counting 
' &P19mdXceB) y the operating Biidget and the capital btidget. The operating 
budget very simply represents the recurring o^rating coBts of the school 
system and includes items such as mat^ials of instruction, salaries.,, and the 
like. The capital budget is- concerned mainly with costs *assop"iated with " 
school construction; is projected over a longer period o1r time tfian one year; ^ 
and, in Maryland, is funded by the stat6. • ' 

3. Obtain a copy of the current approved budget, document from your 
principal or media speciaflstr Find those sections referring to the operar • 

1 1 ng- budget-and the-cap^l ta 1 budget.^ ™ rr — ^ ™, 

4. Turn to the section of the budget* deal Ing" with lyour particular 
program (for example, the Social Studies -Secondary -program budget Is displayed 
on pages .0-32 and 0-33 of the 197^5 operating budge tK . The first page of 
the program budget gives Information about the program, 1.1st the four cate- 
gories of Information displayed. ■ . , d 
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9» ' 

The facing page llstsr 

a. Actual expenditures for the second prior year 

b. Approved budgfet ft>r the prior year . . .^^^^ 

. • * ^ ^; , ' : " . 

^ c. Board request^for the budget ye*ar: V* .: . ^ ^ , • 

' • , ^ , ■ ^ / .J - ^ > * - . 

d. A^prpvlfed budget for the budget; year ^ ^ , ' J 

With this ;informatfbW^ cart check the accuracy ajF thi csthtlates, you'made- 
Jn^xerxlse 3> activity one. ,H6wdid you do? .V ' - ^ ^ ; v' * 



5. Examine the capital budget projections In the document. What 

* 

schools are projected for opening In your area In the next several years? 



Examine the chart on. page D-1 of the documen t. Hake a copy of ^ 

•this chart and Identify the iiames of the sch'ool system personnel as they 
relate to you^school arid program. 

EXERCISE k ■ ■ ■ \ ' '■ '■ 

1.. Using the following questlx)iis (or ot|iers that may occur to "iou)^^ 
Interview a member of the area staff (coordinator, assistant area director, 
area d-l rector) and*~».ecord your answers. . z-;^. -^^ , 

a. Whit kinds of Instruf ^lonal services are aval 1 able} from the 



What are the prc^cedures for obtaining thesejservldes? . 
c* , What kinds of decisions are made at the area level? 

What kinds must be referred to thecentral office?' ^ 
d» Who are the: pupil services personnel assigned to my school?. 
• * What kinds of assistance can I get from them regarding the 

. ^program? . . * ' . 

e. What. are some of the area concerns and priorities this year? 
2» Hake arrangements to^ vis'lt your area office Of you. have not 
already done ^o.as a part of attlvlty one). Record your observations here/ 

Phone #■ • 

■ 

Personnel , 



C 



Fad U ties 



EVALUATION . 

■ Solicit quiestlorvsr about policy, school law , budget, or area assistance 
from members af your department. List these questions below and attempt to 
find the answers," If you cannot find the answer to a specific question. 
Indicate the places you looked and the people you asVed: 
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This unit is one in a series which taken togetfher 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
, leadership roles. The units are designed to assist 
participants in developing specific instructional 
improvement' and instructional management competenpies. 
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For optimum results this unit should be used in 
conjunction with and actordijm to the direction in 
the Competency B.afsed Trainff^l^roqram Guide. 
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UNIT C 

MAKING CLASSROOM OBSERVATIONS* ^ 



OBJECTIVES 



You will: . ■ - . ---- -- 

1. develop and use a process for designing and using classroom 

observation instruments, 
1. learn the difference between data and inference^ and collect data 

In classroom observations, 

J % 

3. design some classroom observation instruments appropriate for 
sp^ecific purposes identified by you and the teacher, 

INTRODUCTION . ^ ^ 

The teacher or student behavior most associated with classroom 
Instruction and learning is talking. Because of this association, teachers 
tjBpd t6 5pend most of their conference time discussing verbal behavior such 

is/; _ , 



Hod can iHmprove ' my' questioning pattema? ♦ . 

What do you think I ahpuld have said to Daoid after he talked 

for the fire t: time? ■ ' 
Why d o^ the ^ atudenta give au oh. sho rt re apona e^? ^ ^ 



The above issues and others rel^ated to verbal behavloi* are critical 
for the analysis of classroom interaction. The analysis, however. Is far 
from complete If the non-verbal be^havlor is ignored. Mehrablan found In a 
study of dyad relationships that the total message was 5S% facial, 38* vocal 
(e,g. Intonation^ pauses), and 1% verbal. ^(Mehcabian, 1968)* Hodge supports 
the power of non-verbal behavior;^ he found, that 62 students gave facial ^ 
expression three and one-half times the weight oKverbal communication. 



f 
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i Hodge, 1971*) Gallpway summarizes the strength oft non-verbal behavior. 

(Galloway, I97U) . ' 

*Thls unit Is adapted from Champagne and Morgan. 

, ' • C-1 
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Not only do wor^dB- fail to aarry the full intent of what 
'we '6ay, they^ aren't' aa effective aa non-verbal ^expreaaiona. 
A head nod givea aaauranoe. A warm glance expreeaea love^ 
Focuaed attention ^auggeat a that we,are'liatening. A geature 
qualifier a word. Eye^contaot QjLoaea interperaonal diatance^ 
- Totushing haa ita om meaning. " Our actiona apeak ao eloquently, 
t)orda have to take. a back aedt. . * 

The goals of the activities 'in this unit are to h^|p .chairpersons 

develop techniques and processes for helping' teachers analyze and/ Improve 

their verbal and non-verbal behavior, The activities should not be thought 

. of as end In themselves, but as a beginning exploration Into an area 

^ lacks research a(^d mcfthods. . ^ v 

Because of the complexity of classroom observation,, we have mqdifi 

the unit format slightly to separate the different sub- topics ^within the 

* '* ^ ' O ' . . ■ 

totaT area. We have also set objectives for each, section In an attempt to 

further claj;if/ the unit. ' 

We begin the unit with d sect i in^revbted to non-verbal behavior^ 

Beginning' this way Is our way of saying—this is an^'imptortant qrea of class 

room observation. It Is not an afterthought largely to be Ignored^ 

SECTION i ' FACT OR 'INFERENCE? ' If 

OBJECTI^VES'tOR SECTION I 




-r-"/-^--. 



Vou wMI: . . * i 

.1. differentiate between .a fact (e.g. behavior) apd ^n. inference. ■ 
i. when given an Inference , supp.ly possible specific behavior for,jthe 
' Inference. ♦ ^ • *^ 

^ 3. when given facts , suggest possibl^**^lnferences.' \ - ^ ' 



I • 



t0, 



\. Read t^!e fol lowlrig short essfi^M 
, . pescnblog>hon-yerbal behavior Js a complex- task:^ jnaklng^li>fereoc^s 

{i.e. interpretations) from the beiiavior may be even mbre complex. Knapp des 
'cribes fhumorously) the difficulty pf the sclentfstlrying to make inferences 

from an experiment: * . • 

* '.^ Failure at the inference stage is aptty iiluatrated 

' J by the famifiar story af the scientist who told his frog • 

* * to jwwjpond, after a few minute§^ the' frpg jumped. The^ ' 
i . . scientist recorded this behavior and ajrjputated one of the^ 

^TjiogJsMnd legs. Again^ he told J^he frog to ,jumpr. He ■ 
repeated his instruction /'J^" several' times and,' in time, ' 
* the frog made a feeble yatiep^p to Jump- with one Kind leg: 
' • - * Then the scientist cut^ 'off the other h^nd leg, and repeat- 

' . edly- told the frog to jump. \hen^no jumping behavior ' •/ 
« * \ ' occT^red; ,theys6ientist recorded^in his log: "upon arrpjutation 

■ of one of tjte frog 'Is hind, legs,^ it began to lose its heaHng, 
' ' / ^ severing both hind legs/ the frog 'becomes totally '^deaf. " 

■ • . • ' . , (Knapp, 1972) 

* * ^ ^ " • \ , . \ • ^ ' 

2* Written below is a list of fools and^ inferences^ x^]attd to non^- ^ 

jj^rbai behavior. Place an- "P* next ta e?c)i fact afid an ''V next to^ch' 

.inference:* * ' ♦ ' * 

• » * • , • • 

a . The class was 4^ring/ . / ^ ' ; * - 

jo.. . _„ * ^ g . -- - ^ A - ^ ____ 

] b». .The claims was exciting. ^ * ♦ * * 1 / • . 

, * " *. ^ > * - ' . 
^c. Two students put their heads on the*^ desks. * ' x % 

^ d . Two student^ were^very interested In the lesson.- , 

e : Ted raised'his hand three times to answer questions. 

*^ ■. . . • 

f * "Ted'was Very J n teres ted tn the lesson. ' / ^ 

g- Ted-^d Id not- unders^d the* lesson. . ^ 

T0d looked down at the floor after each queVtfon. . , 



J. Mary' needs much* a^ttention froni:,the teacher. ' 

J. IJary's shoulder stiffened when the .teacher touched 'her. 



3« JnTour deflrvltion sy^stem, statements 


a, b, g, and ' t In the J 1st 


are inferences. Why are th^y^ inferences? 


♦ 




»• 
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Write some non-verbal kinds\of behavior* which might have fed an : 
observer*to the inferences In "2^ above* (We ste not stating that the infer* 
ences are right or wrong, .We are sirply trying to disrtingulsh fact and 



inferi^ncesj 

(I) 



b. 



(2). 



d...(l)_ 



f. 



9/ ^ 



\ 



(2) 
i.- (1). 
C2). 




er|c 
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EXERCISE 2 * ^ . 

)• Numerous interpretations can be made from specific non*verba1 kinds 
of behavior; observer<s of ^en SM^ 

* t 

Inference from the behavior without thinking of possible alternative Ijiferences. 
An example: 

a. The teacher asks a question. He looks at Tom who Is gazing * 
through the window at the football field. ' , 

° Possible inferences: ' « 

(1) Tom is* bored* 

(2) Tom does not understand the question. 
• (3) Tom needs time to think about an ansv/er. 

l^y Tpm is thinking about football practice which begijis In 
. ' 20 minuteis. 

Vbur turn- nowl % 



. =7;. After the class, the teachef reprimands a student for his 

" negative b^avior. During thg teacher's comqjents, the student continuously 

loojcs at tie\^loor. 

^ — ^ 

'\ Possible hTe refiices : 

0)^ 




c;\ After each ques,tlon asked by the teacher, Bobi fenthusiastical ly 



. raises his hand. 
Poss i b I e } nf eren tes : 



(2) 
(i) ■ 



i 

during the class. 



d. The^tfeacher always stands within two to three feet^f his desk ^ 



Possible inferences: . 



* ' ' 



EXERCISE 3 ' . " ' J.v , * I 

Visit a classroom f or ^0 minutes (or view a video tape of classroom 
> . - -\ ^ ^/ . - 

interaction). M^tally or physical ly. turn the sound off. Indicate beloW af 

^ < • ' ' < . : 

least tfive examples of non-verbal behavior.^ Next toj^^ch example, write 
possible inferences a teacher or observer^ could make^^from the behavior.. 



J. Non-verbal behavior: 



Rossi \x\ e™ i^vfer^nces^- — c^^. 



2. Non-verbal behavior: 



Possible Inferences-: • . . ^ 



-4> 
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3: Non-verbal bphav|br: 



PossibJe 1.0 f ^fences:; 




« 
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iNon-'verba] behavior: 






: — — 


Possible inferenceil 








1 



5*- Non-verbal behavior: 
Possible inference§-: 




the listed ski Ms: ( Can you use^these skKlls? How do you know? * 



SECTION II -.AN EXAMPLE OF TEACHER BEHAVIOR - MOVEMENT 

OBJECTIVES FOR SECTION IV ' ^ . . 

You wi n : ' • , 

h. use and critique a category system for analyzing teacher movement 
In a classroom* ( . 

2. adapt and/or desJgh a category system*for analyzing teacher movement"^ 

in a classroom* ' c^ -' 

' • « 

EXERCISE I - Read the fol lowing shqrt essay: ^ 

Teabh'ers, from pre-school throiigh gr^tduate school, are being 

confronted with the issue, "How can I individuciLize instruction! when I ha^e 

20 (or 30 or '1*0) students' in my class? One process for bringing about this 

♦ 

individualization is through the nonrverbal behavior of "walking," Students 
describe the "front" and "back" of the classroom by the placement of the 

teacher's desk and the teacher . There seems to be a magnetic attraction 

* • , *• 

between many teachers and their desks. If a teacher could break the magnetic 

bonds by wciLking around the classroom and giving encouragement and tutoring 



help to individual children, he/she would begin the process of individualized 
instruq;tion. Koch reports on the difficulty of teacl^ers interacting' on a one 

■ ■ . ] ' ■ ■ • ■ . ' 

to-KDne basis vi'th students, • 

We asked one teacher to deliberately try moving close to 
the Btudianta When they were working in small groups at tables. 
She reported that it was very hard to do^ She felt conspicuous 
{ and ill at ease and so, uncomfortable* that she would have given , 

i4p*on further attempts had she hot gotten immediate feedback 
I from the students. (Koch, 1971) . . 

In Miller's research on t^aclier movement ^ he foxmd that the more 

secure teachers moved around the rootii and among tbe children. His major con^ 

• • , 

elusion is that, distance is a negative jieterminan^ of affective interaction 
and closeness a positive dietenninant . _ (Miller, 1961)^ \ 



Your task for thts section is <o deyeJop techniques for analyzing • 
teacher movement Iri-the classroom. 

EXERCrSE 2 ' ~ " • - - . - . - 

.Described below are two observation system* for analyi^g the 
movement. behavior of teachers. Study each system closely andi^follow the 
directions for ks use^ ' ^^l^i^' . ' 

!• Draw a map of- a classroojfi you wi H o|)serve. Include all aspects of 
^ ^ room: desks, 'Work tables, c^alk' boards/'btil letlrt boards', door, 

piay^wasx^tc^ Next, divide ^he map into,4 quadVants and.number 
each (fgpdrarit- /jpbserve the class for 30 minutes and do^ the following 
a. Time the number of seconds the teacher spends In 6acH quadrant. 
List the tfme and quadrant on paper. The list should be in a * 
chronological order. After the observation^. 
* b. Calculate the percentage of time, tlje 'teacher spent Jn each 

quadrant. * . ♦ * * . . • r 

c*\ Write possible Inferences* you can, make from the data In step lb. 

- - (1) ^.- . . V ■ - A :.>^::-'f- ■ ■■ 

(2) 



JL 



(3) 



d. Review the data collected in step a. Do you see any patterns in 
the teacher's movement (e.g. Does the teacher usual ly-walk to • 
quadrant 4 after quadrant 3? Or does the teacher usually Ignore . 
quadrant 2?) Your present data may not..adequatel'SI'>.show patterns 
of movement. What other data can you collect to establish these 
patterns? ... 



*See Section I on Inference njaklng. r '\ \ ^ y 



- List the patterosr . 

(1) ' 



e. Write^'the possible inferences you can make from the patterns 
desci 
(1^ 



... .descfibed in step d. 



(2)^ 
- (3) 



f. After u^lng this observation system, what changes will you make in 

■ ' ■ ? ' ■ ' ' . 

' the sy^stem for, 'your own use? Why? . , 



-r* : r- 



2. The 'observation s^l^stem described above included data on all of the ' 
movements of thf teacher. Jhe system described below Includes a: 
sample of al \ the te*acher*s movements. The observer*s task is to 

^categorijee the placement of^the teacher at the beginning. of each five- 
second interval* If the teacher is In quacjirant 3 at the 'beginning of 

' the'flrst five-second Interval^ a *'3" is placed In the first block. 
A ^'2^^ i^ placed in the* se^cond block if the. teacher Is located 1n 

'quadrant 2 at th6 beginnin^g of th^ next five*second interval, etc'. 
* Only Inqlude. the teacher location at the very beginning of each five- 
second interval— ^Ignore'.al K other .^behavior In that time Intetyal. 



(RemcmberJ You are co(^tlng a sample of the total teacher^ 
Tiiovemcnt.) 

^ SECONDS / : ^ 



1 

2 

' 3 

^- 

UJ > 

2 6 
7 
8 

9 
10 
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» 


1^ 











a. Calculate the percentage of time spent by the teacher In ^ach 
quadrant. . 

b • Wrte t he pos sTb"l^^^^ 1 n f e rencis you carT make fTonT t^^^^^ ^^^^^^^j^^^^^^ .-^^ 
'Step 2a\ ' 

t— 1—7 

(3) 



4- 



c. Look at* the cRart on which you collected the data. Do you see * ' 
any patterns In the teacher's n|pyement? Circle the patterns - 



the chart. Describe the- i^attefns. 



Evaluation for Section 11 

Some' add i tionaj activities for your further mastery are suggested 
here« These abtivittes may be used as an evaluation of your skilK 

. . 1. Observe the same class with two other observers. Observer ff\ uses 

I* 

System 1; Observer #2 uses 'System 2. «• ' 
2. Train teachers and/or students to use the observation systems. 



S 



Discuss the results vyith them. 



SECTION III 
•OBJECTIVES FOR SECTION III 



IDENTIFYING NON-VERBAL BEHAVIOR 



f 



You will: 

' I. write an extended list of non-verbal behavjor, 

2. selecst those non-verbal kinds of behavior which have applicability 
in cUssV^^ms ^^ , . ^ ^ * * * ' ^ 

EXERCISE 1 



Read the following short essa 



Koch describes non-verbal behavior as: 



' Any majsage ^aent or received, -^l^penclent of the written 
or Broken mrd, ia an inatanoe of non-verbal fJ^gugge^ It ^ 
can even be diatributed among the mry wordBlthemelvea^ 
. ^ . .(Koch, p* 288) 

Your task Is to identify those non-verbal kinds of behavior impprtcnt 

^ ' ' ^ . ' ' ' ¥ . ; 

to the learning-teaching process* Since few educators have thought formally 

: , ^ '^ . ' I ' ' \ 

about , identifying ihese non-Verbal kinds df -behavior, (you will have the . 

' " • ' . * ' ! 

opportunity with this activity to become the '''expert.*' . . • 



EXERCISE 2 ' ' ^ . 

.Your fjrst task isVto list ijort-^vertal t^lrtds^f behavior associated 
with day to day communlcatjon» (most- of the^e kinds of behgvion may be 



V 



appjfcable to the classroom environment), r Place .yourself In front of a mirror' 
and/or .observe others. List a non-verbal klod of behavior associated with the 
• J Jhead * - . _ . . _ 



2r eyes 



3« ' mouth 



^. movement of the^oeck 



shoulders 



6. arms 



. 7* han^s 



trunk of the body_ 



9. legs 



lO. feet 



11. Intonatioh'of the voice 



4- 
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EXERCISE 3 ' ' " , . •. 

^ Take your list from, Exercise 1 with you as you observe children and 

teacher(s) in a classroom. Add npn--verbal types of behavior which seem to 
be appropriate to the classroom but are not listed, 

EXERCISE 

Videotape a segment student-^ teacher interaction. Play the taped 
segment without the sound to a group of students and/or teachers, (if video 
equipment is not av^^-t-ertfle, this exercise can be done In^a real classroom, 
situation with the observers mentally "turning off*^ the sound.) Ask the viewers 
questions which will help to verify if you selected ke^ non-verbal types of , 
' behavior. They ihay include questions such as: 

l'« Why did that student look down at the floor after he interacted with 

the teacher? ' - . 

2, Look at student A. How do.yoa* think he f^^ls? Why do you think he 
feels that'way? What kinds of behavior.'of his "telT* you he feels 
that way? 

' - How^bes * thrs^ his s tlidenTs wTtTiouf words that Irfe^f^^^^^ 

J satisfied with .their work^and/or behavior; I ikes/dlsl 11^ a particu- 
lar student? •enjoys 'thcr content of the, lesson; wants io have/not 
have closB contact with the students; etc, 

' h. ....••v.? " * ' i . ^ 

^ - * . *> * 

^ - Evaluation for Section IN ^ . ' 

Use the non-verbal klt\(3k of behavior identified above as you work v. 
^ through, the final section of this unit, if you can relate the non-verbal and 

the verbal activities to each other, you have reached a beginning level df 

- • * . ' . , * V 

competency in using them, ! >* * S 

190 . ' / ; ' . 

., • * * ► 

■ " ' ^ ' % X. . 




SECTidN IV - THE USE (Misuse) of labelling - the needfor objectivity 

OBJECTIVES FOR SECTION IV 
You will: " 

- !• define in s^iecific behavioral terms each label used, 
^ 2. analyze and critique labelling actfvities. 

EXERCISE I - Read the following short essay. 

Educators ^ften fall into the trap of using labels to describe. 

classroom interaction. Koun in describes this problem: 

To write that ahildren are "aitentive, well^behavedj dia-^ • 
' ' orderly, apathetic" and the like, ia not to provide deacriptiona 
of actual behaoiora. Theae are yudgementa made by an obaerver 
and are not behavior facta, ' ^'Kounin in Cogan, p. 137) • . 

' . <^ - 

Labels, which do not include specific kinds of behavior, can easily 
be misunderstood by a teacher and chairperson during a conference. For 
example, the chairperson may state that Robert is a good student,^ and the 
teacher may nod in*agreement. After a deeper analysis, one may find that the 
chairperson's definition of "good student*' Includes^^ initiates ideas, listens 
to those who disagree with him, ahd helps ot her studen ts wl th, problems, In 



contrast, the teacher may feel that Robert is a good student because he: . 
comes to class on time, wrl tes. neatly, and dresses conservatively* If the 
chairpersbn and teacher agr^e on the meaning of labels, (i.e. the specific 
, types of behavior of the Tabel), misunderstandings between the cfiairpc^rson 
and th& teacher may decrease. , ^ 

EXERCISE 2 ' \ • 

1. Write the speclfl'c kinds of behavior you* associate with each of the 

labels below: ... 

. ' ' • ' * * 
a. Cooperative ^ ' 



C-l? • • \ \ , 
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.Gobd student 


— i. _ 


















) .. 


"d. 


Gpod teacher 






















' e. 


OisYuptive > 










<> 












• f. 


* 1 rvte 1 1 i gen t > 




















e'^ ' 



« 2. Ask a)i^ least two colleague^ to define the ^above labels in terms' of 

behavior^^ , • 

. 3* List below the areas of ^disagreement in the kinds of behavior 

attached to each label: . ' ' 

■* - - ' ' '/ ' , 
'a. Between you^nd your colleagues ^ ^- 



b» List the areas of difference between the two (or more) colleagues 

' / ^ V 
in their descriptions^ . - . 



4* Draw some coQclusiops about the problems associated w|^ label I ing^ 
-when working with students or. teachers. ' ' 
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,SUHHARY . . . > • 

' ^> . . • 

' Obviously forms devefoped by us, or by you, such as the ones used In 

thts Mnit win not solve all of your observation problems as a department 

' ^ y . ^ • ' ' * 

cKalrperson. However^ we do recommend the procedures we used as first approa- 

ches to most observations. , 

' "••4' •• 

K ^Define with the* teacher tlie 'Vrojilem". you are discussing in behavioral 

.ter^ms/ • ' * . . ^ ' 

2. Decide ion appropriate data to be collected to observe or record the ' 

\ *• • . ' . f ' * ' 

kinds of behaAc^ior :i^OM believe are important. 



3. Collect and'share'^ t)^e data with tlier" teacher and then plan modlfica- 

tioas of teacher or stucjent behav^i.or based, on^ the data cbHected. 

. • • • ' * . • ^ • i 

- . In som cases standard observation, strategies wfU be useful. ; 
Generally, however", ^.we- dQ not feel they are as useful as. those you devise 
with the tea'cher. The CONF ERENCING UNJT in the CBTP program will suggest. 
a</dVtional strategies which may be useful in your setting. You will be ; 



'Yeady to l;egin on that unit after you complete this one. 
UNIT EVAL.UAT-IQN /: 



\. 1 . Do .you feer^comfortable 'devTslng observatroji forms Tor you aqd^yow^ , 

teachers* tjse?* ' - - - ' ' ' ' 

'* ' ' * • ' » 
2. Do teachers find your observations useful? ' ^ 

• ' ^ ^ - ' , = 

tWh^at sugge?^tfQfi^ do teachers make to improve your data collections 

'\. * ' ' . ^ « ^ ' • • ' . >^ ■ 

in clas^srobm observations? . , ' " . 



V C 7^5. j!/hat other work da VoU;;^eed to do In order to gain the nvastery levels 



yoil' desire^. In making classroom ob$pjvat(bns? 



D 



y. 
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COMPETENCY BASED TRAINING PROGRAM 
- Department Chairpersons - 



UNIT 0 

THE PROFESSIONAL CONFERENCE 



Prepared by- the* CBTP Committeer--:'; 
• *» ' ' 

Mrs. Frances Bingen- 
Mr.^NeaJ Kertitta . • 
Mr/Jdhn McCorkJ.n-- \, .-^ 
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Mr.' James SlVdge - ' ' 
Mr^ Kichael Trippett 
Mr, 01 iver Wittig 
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This'uni^t is on^ in a series which tal^en together 
with the appropriate management system constitutes 
a Compelency Based Training Program for educational 
leadership roles. The uriits are designed to assist 
participants in developing specific instructional 
improvement and instructional management competepcieS. 



For optimum results, this unit should be ased in 
conjunction with and according to the (^rection 
the Competency Based Training Program" Guide . * 
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THE PROFESSIONAL CONFERENCE* 



OBJECTIVES* ' 

You wi 11 • - " * . . 

* * . ' • 

L '4'earn the twelve sti^s in the professional conference fornjat. 

2. analyze a real or simulated audio-taped conference, to determine Vf the 
chairperson included the tvie.lve steps in the professional conference . 
.fprmat. 

3: analyze'^ real dr'simurated audio-taped Conference to determine the 
* chairperson's stage of .'di recti veness. ^ ■ ■ ^ ; > 

k. us« the professional conference format comfortably and 'easily. 
5. adapt this conference format", after mastdry, to. your.^jwn style. . ' 

AnV cottnun-i cation, between the chai rperson and a^ teacher.might {je . 

called a'conferlSl^Uy^e have chdSen 'to define a conference as .that sequence ^. 

of events ^durin^ which th^ chairperson and teacher plan, or .discuss ±he tea- ; 

Cher's instructlonar^activ^ities 4n the classrobm. We eliminate from thjs. 

'definition cha i rpersx)n/teacher libhavior which'hU" as' its major pu'rpose the ;, 

ma'intenancfe. Of social r^laXionship\.betwfeea.the "ch^i rperson and-teacher^ We- 

do'nat-mean to imply that* other behavior is^ unne'ce^s^ry or .unimportarft. The*- 

■ " « , • . ^ . ■ ■ ' • . ■, 

■qoanty'and typ^ of > the humai^ relat ion>h|p between, the cha i rperson/tftacKer 

, ^ . - * , • , 

probably. (Jetermin^he^ff6ctiveness of the i c professional, relationships. 
We -are* focusing on thfe^purpose of the firofesslpnal conference and trying.to ' 
' indicate 'a way of ef feet ivelv^- carry it\g out thbt ^purRose^wKhiA the twin . ' 
constraints of tlme^and resource^ , ; • . , . » ... 

&This unit is adapted .from Champagne and Moiiganv* , . 



" : rh4 iteps in. -a professional conference and-tbe continuum of, stages of 

helping aJt'ivi ties -sut^gested (n this unit are the 'result of .the professional 

*pracCi,ce If Champagne Lnd Cogan. Thqy represent what has become an efficient, 

clear- set of gui:delitie^ for behavior';. They are- at. the same time supportive to 

the teacher. P-ractice also suggests that using thij forma,t i^ 'short confer- 

encejs lasting about fifteen or twenty minutes with one or two issues you choose 

to focus upon; will produce instruct i-onal improvement* The t^9cl}er h$s clear 

direct ipns upon. which to go, and he is not overwhelmned with ntiwiy suggestions v 

at once. Long conferences tend to loSe focus and become punishing. 

«- While no two^confeVences are ever alike— and they should not be— * 

there are certain common elements in every conference. Theffl fallows^ sugges- 

ted sequence of steps in the conference format. Explanations of these steps , 

and their sequencing follow' the suggested format. 

... . • .• ^ 

" - X . . ■ . , ^ -I 

EXEBCISE 1 . ■ ■ y y \ . ... ^ , - , - . ■ j 

.Read t.;ieWerenVitled*''The Professional. CQijferenci'' adaptei^ 

John't.' Morgan and ffa^id W. Ch^mpagnel,. Tden learn, the ^twelve steps of thA 

•&fof^sj<5na I conference format.in sequence.'. "Ypu might want to audio- tape your 

^ ^ ..-^ ' / V 

reci tat ion of -these st«ps/ijn order "to check "Vour mastery of tbem;. . '/^ 



The Professional Conference 



Continuum of States^ In 
the Chairpersons Role 



The Supe'rvUo/y^ fible 



— ' \ — — — = — V ;! • 

•Stage I. Chairperson initiates; /. 
• . . chairperson chooses.^ 



* ^txaropJeVfrom'Steps 6 et? 
' of Conference Forcnat 



^ initiates; * 



Stage 2: Ghai rpersQjR ini 

chairperson and teacher * 
choose. ' 

Stage 3^.^- Chairperson initiates; ^ ' 
teacher ^chdoses. 



Stage 4, Chairpersoonrand teacher 
. *\ both initiate; teacher 
chooses, . \ J 



SjLage.5* Chairperson and teacher ^ 
|30th initiate; teacher 
chooses. ^ 
♦ $tage**6. Teacher inifjates, 
' •* ^^'./chairperson teathe^r 
.1 , choose. ' . _ * 




I. Th^ chairperson proposes all ^ 
of the aU^rnatJyes anduheh 
.chooses one. 

2*. The chairperson propose^ alP 

( - . ' 
the ta^tecnati ve strateiaies-; 

they j<^intly choose one. 

'3. The chairpe/^on .proposes all 

*. « 

* -the alternative strategies. 

The teacher chooses one.,. 

> ". ' ♦ - ' 
i*,- .Both chairperson and't^iacner » 

' ' ' 1, ' 
propose strategies. B^^th inake 

' • . ' * \ - " • . 

^, * ^ choice. . ",%i'>i' 

'5. Both chairperson and teacher 

propose strategi^Sy^^tind %r\e 

teacher chooses one.' 

. .0 

%, The' teacher proposes alterna- 
tives; boti? the chairp*erson • 



and the teachlv choose one. 

i 

7. The teacher proposes alterna- 

tlves; the chairperson asks 
' ^ c'laiil fylng question^;- the / * 



Stages 



^ 7. Teacher i'pliiates'-^phaf r 
pers6n'questloff«J^ teacher 
chooses. . 




teacher\cli 



Stage Teacher initiates; te^che> 
' chooses. 



Stage 9. Jeacher initiates; ^teacher 
defines role 6f dhai rperspn; 
teacher chooses. 



8, The ttay!er proposes alterhati 
'^eacfier choosA; the ^aif- 

{person risterts. ^ , 

9. ^Ttefi^cher proposes t;he altqr- 



'< n^tl\?es; *he' defines a* role -for 
I the chairperson; and hf n»akes 
l^the^cholce. 



I the charr 
»the»cfiolc 
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The Prof ess ipnal Conference 

"Adapted f rom ' ' 

John ,lfergan ' ' ^ 
David W> Charrtpagnfe 



« Step, 

Step 2. 



: Steps in the Professional Cdnference* . 
Objectives of the confenence a/;e specified. ..j , 

Present' behavior of the students arid t6acher related to the' objectives 
" of Ihe conferencfe is discussed,, ' - ; - . . ; 

Step }. :An agreement- to focuV on oije o.r 1>« issues Is, ijfBde ' ; 

Step U. .An agreement th,at.;some dhange/in behavior is necessary, or fhat som^ 

"^ behavfor" is a^ropriate and should be stressed, t's rrtade. ^ 
.Step 5. Positive; appropriate teaching behav-lor^'related ,to |h^^ sp.ecl he fpcus " 
^ .. ^5f tlie cohference are identified and rfelpforped. - 
'.Step 6.^ Alternative behavjor (or a 1 te mat ives .related to reemphasis of exis- 
• X ■ t i/»g Reaching behavior^ Is prppbsed. and- ekamined.^ ;., — 



Step 7. 
%jep 8. 

.stlp 9. 
st^p 10. 



One -al ternat iA)e frora.'tKJjsg. proposed is selected. 

SpecifrcVlannlQg for the .1mpl?n«ntation of the ^selected al ternat lye 

. i"s . completed.-' , , " • . . / <, : ■ ^ ' , » 

^ ^ mp iementation i)TanS' of the se 1 ^cteJ al'iernatrve ;a?e Tp ractreed,r 



Crl^Sia for sucdessful peVfbrma^ce of. the aliernatlve behavior' are 

. ^> _ ' •■ •'••..1.-; • ; 4 : 



selected and agreed, Aipon; 



Step 11 Teacher gHeS f'^edbpck. on frtjrppsft.^nd perceptions of cojjference. 
Step 12\- ComipLtm^ihs pf .chairperson and teacher are revie\j/Bd. ,: ' •. ■ ^ 



\ 
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1 • . The Professional Conference^ ^ 

■ •1 • • • ■ ■ - ' -'Ca 

* ' / Clarification of Each $tep and the Sfeqaenc^ 
; ■. ^ ■ ^ ■ of $tepsj| of the Conference 'Format'. ^-^ 

/ • ; . . 'i: ■ .y'.' 

Step One - specifying Objecti^lres ' ■• ;. . ... . ^ 

— ^-^^ . ■,■ j • . / ■■ ■•■ « 

. The purpose-.of Step . One is. to make sV? ^th>t both ^eojjl?' in the . 

.conference agree c^n the 'goals'; ^ • Th.i s sharing a ^^^.d; o^ , 
jt es'tabJi^hes an atmosphere of i'let ' s' ge< down'^t6->b%rnes§.^' , ^. . .. 

: Step .two - Reviewing fiata' Related itp Ofej^ctives •;.,>....., ^ '.7/ . 

■*• " ^ '- Both the.chair^persoh ahd.' the teacher must hay?s or ;:devii lop the; same 
perception i{ y»ha\-%s presently liappgnirVg 'in the learning sVtc«tion^ ;,B6.t^^ , 
parties Ust limit^^r discipline the'niselv^; .to describing thg beWio^' xM^i I 

Js- re latdd/.to 'ti^'e object iv^.5 . of tVe c6nf?renc^. ': . • .v v . \ 

Step Three - Selecting a Focus.: ; •. ■ - ' 

' ■ , A focus on one or .two'.l^sues allows jBjbfe'specif i^^ pliPnijig ^d a,-^^^^^ 
rabid change Jn •.instructional acf.i.>.} t5e$^' 1 1 alWlle Ips ' k^^p the confererice ■ 
shor t . *A sliort- cd^nfeTeirVe .: Ts usualVy;:moreT>fbiduct »Are than' .ff^^longer 6ne. .-^ ^"l 

. Step Four Agrefemehf.orf Necessity of a Change ' ^. v*:^' ^ . / 

V Th^'fiurpose p^thi s'%teR.;i s^ to^e^^^ ^'^^ • ^ 

parrof t^^^^ uacherf ^This step,shoul.d beWhoi^t ^^^"^ ohly,onC^i.. 

S^ep F:(ye -^Reinforcemeot of •Aspects of Present gehaylor ' . ^ i 

•J ' The purpose of .this^sliel) 4^. to, ^^s'ureU'hft teacher t1iat some 

.his Behavior a/^e" Wropr i^te. ' tW-tisW^hangt -is thus Ifess. overwhelHng. 

\he.change;i^h^J. becbfnes an 'extension of p/e^ent behavior .father thar^ a deniaj 

of previousvbehavior. 



Step's; X -'.Propoltpg AlteVnati V£5 " ■ . ' ; ^ -'^ \ '/ '^^^ . ' 

* ' • Mor^' than .one alternative, sKould- be cdnsicl^red before a iitjpice js > 

' . - • ■'• .'■ y. J ■■ '•»'.'-■ • ■ 

made! Strengthening or. extending existing be'havior is''o.n,e .alternative. 

' . - ■ ~ I -v., .... ,, '\ . 

Step Severt - Selecting an: Altemat ive; - - ^ • V > *- 

1 1 *i s d i f M cu 1 1 to. rm(>l emen t se\ye ra 1 \chadges af ..once . , . I f ''one ; 
alternative is" selected; the'chance for success ls'>ette.r' tl>^^ when more than r 
6he ^Iterniatiye is selected* • . ' ^ , ' ^ ■ ' ■ ■: . 

step E 'ight. - Spe(t.ific Planning ; ■ « / < .- » . ' 

* specific planning includesi the objectives, -pro^edirfes, dnd evalu-.; 

at i on . !>t i s sugggs ted that the sp.eci'f i c pVann i pg ,he tten or aud lo' taped . 
So that both the chainpersqp and-the teacher, wi 11 haVe a; record of thel-r' . 
;-c6mm.ic;j;ents. A. record makes both the participants accountable. ' v 

Step Nine - fffacticjng •.• . v . ^ ' ' 

Th is > practice is.an.oppor.turiJ ty for the.teacher to try nQw behavior . 
;und.4r condij^ions where he ca;. get immediate feedback. This pracMte. iJentlfies 
any unclear areas in thfe planning. . . 



Step Ten - Establishing Criteria . „ , ' 

/ ^ This agreement, sets a re^l istic*i«n»*tation for the teacher. Both ' 
participants, should exercise care that the criteria, established are reasonable 
and attainable. . » 

Step Eleven - Giving Feedback on Conference , * • 

.This step allows the chairperson to find but what the perceptions . 

o'f tha teacher are. ^The chai rperson shpuH^earn 'how to ask this question • • 
sd that he receives an open and honest answer. The cha'irperson does not 



26x ' . 



1 ' I .Hi 

.. V-'. •, V' >Ta' 



4 » /. 



tb-uodersitand the percept ion of 
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Th?Vfi(ial cWkiog out'^ind'res.tatemerYi of comm'tl^n.ts i.s necessary. 
^'■Vi is 'a aeltbet'Vte Tedu'ndancy,. nnajpr mjsiyiderstandmgs. After 

.* ' ;. \ • 

I'the r€?'§.tatemfent'of" ct)nimi.tnte^ the- conference should end;^ ^ 

.;. \ . . • • ,;*' 

- ■* . Within 'this •cohfere6c'e format ail steps can be made congruent wVth 
,: .the establishment, and maintenance of a helprng-consuitant reiatiopship. The 
' entire structure of the conference, while it serves the goal of efficiency 

in'the use of r'esources. says clearly to the teacher. "1 trust your intelll-, 
. gence', your interest, your professional purpose." ^ 

The conference /ormat was deliberately wHtten in a passive voice • 
(except for Step 1|) with the initiator unspecified. 

The chairperson's role within this conference format can be 
conceptualized on -a continuum f rom dl recting to consulting, Any of these 
roles is a legitimate one in the context of thd agreement between the con- 
. ferertce participants. Thechairperson in the framework established here 
^hou'ld always try 'to move toward the consulting role and away-frorn the 

.directing i*o1e- . ^ ^ . / 

The -major stages within thVs conjtinuum are- listed. Tteps.i and 7 
^ of the conference- format are selected as the ixampltf used to ^xplain th>ese ^ 
stages: 'The stages apply, however, to alJ 'thfe stepS of the suggested con- 
ference format excepting Step H, 

The last stage is the true test of autonomy, and of a helping 
relationship. As the teacher becomes sel f-dl rect ing', he can_ and usual ly 
.will manage th§ chairperson back Into a more act*ive.role on a^peer basis. 



'He 



is then free to seek and use aid, but he determines its appU'ca,ti'on. 

D-7 ^ . 
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'ilaqa Une is usually sel f-defeat-frTg and' is not recommended. There . 
„wiy ba times when it is "appropriate. It is never desi r able over anV.extcndcd 
period of time. ■ ' " i\ 

EXERCISE 2 . ' - ■ f 

Listen td the prepared ajjdio tape. Try to Identify the twelve steps 

of the profess-ional conference. 



EX ERCISE 3 

' » 



Audio tape a real or simulated conference using thfese twelve steps. 
You should explain to the other person^yoyr purpose for taping this .conference 
if this is- a real one. You might say.^^^'This is a method I'm trying to master 
to make our conference more focused and meaningful to both of us." If tl;»e 
Conference is s insulated, explain your role" as chairperson and the teacher's 
role. This teacher should- also know you ard trying to ?naste/ a specific 
conference format. . * ^ . / , 



r EXERCISE h 



Use the attached checklist to determine if you , have included all 

' ■ . \ r • I : ■ 

steps in the professional confference format in' the ortfer stated in the paper. 
You should reco/d data to support your, inclusion of'^Ach step. 

Analysis of Professional Conference Tapes 
Stages 'in the professional format .( /if present, X if absent) • . 

Record actual statement used which gives evidence that this step was included. 

■ I { ) ' • ' . . 

•3 ( ). • ■ ■ • ■ - . • 
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bXLRCISE b . ' . ^ 

Have a colleague analyze your tape using a copy of the checklist 
provided to see if there is agreement between the two of you about the tape, 
You may have ^o exp'lain the system you are using to your colleague. 

fcXbRCIS£ 6' 

Reid the last two paragraphs of ,"The Professional Con#erence"..pap<ir 
again. Listen to you? audio' tape of g professJonal .conference- again. Then- 
make a self-determination of the stage of dii^ectiven^ess. of your behavior on 
t^i s tape. Have a colleague check your de te rm I nation. 

EXERCISE 7 

.The purpose of Exercises 1-6 was for you to internalize the\ 
importance of the.professional c6nference and to provjde yog with a format 

• that could provide youwith the skill of making conferences between two . 
persons more meariingful and effect ive. This Is ont choice of a format. tV 

^might not fit your style. State here how youwoutd change or ^dapt this c^nr 
Terence format for your own style of working. ^ , ^ 



LAtRCISE o 



Answer the followirrg quest Kon: 



coniererj^ format? 



What other usi^s*rfo yini^ see for this 



EVALUATION 



' The, evaluation of this unit js^yoi^i^ completion of , Wi\ che 
Your cdl leaguers, completion. of. /he checklist used in ExercisAslS and 6 wi 1 
also be us^fu\{ When you cari include all s^eps.Jri.the conference wi th easy 

' ' * ' / '-^ ^ - ' V \^ " \lV ■ 

/ - t ransjj:i^,s„_f riDm^^i^ the' next \a<^ d with no Veal J^wmbJ I n£ 'diij i\ng the 
• \: ' ' ' . ^ ' A* * v--^. "^ rv ^ 

cOflferefIceV<then your ^evel of mastery is higli^enpugh to begin adapting 



the conference to your own style anfl pei^sonal l,ty ! 



I 
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Th-is unrit is one in a s^erie^ which taKen together 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
leadership roles. The units are designed to a'ssist 
participants -ir> developing specific instructional 
improvement and instructional management competencies 

For optimum resulJiS-MMT^ be used in 

conjuajJuw-^^rrCfTand* according to the direction in 
lAfre^ ^mpetency Based Training Program Guide . 
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I DENT I FY I LEARN ING ' RE SOURCES 



f 

V 



08JE.CTI.VES 
You wi 11: " 



1. specify tTie location of the following items: 'company catalogues," 
' directory of company agents, and county media ^fervices. ' 

2. complete a search o-f company catalogues dealing with print'and non- 
print instructional materials in order, to list all materials available 
on a specified topic. | 

3. summarize the procedure for obtaining instrCjctional materials or } 



services from; co.unty central office, area off ice,' and commercial 



vendors. ^ ^ - ^ . • 

explain Anne Anmdel County Board Policy dealing wl^th the process .of- 
evaluating and selecting basic and supplementary instructioaa^ materials 



lUTROPUCTlOtj . . . • 

* Teachers within your departmen;t will/ need assistance .In identifying 
appropriate Instructional materTl4s^ l^i order to teach, the 'county curriculum, _ 

Often they will ask, "What ma t6rTr^s--a^=e^^^^ to help me teach^thi^ 

objective?" You will'want to assist them in^Tae^tl^Ing materials already in 
the'schodl or to Help them find materials outside the s^hiboU The objectives 
i^ this unit deal with the following: (a) Identifying appro£i^t-e-lTTTp^ 
mJiteri^ls, (b) obtjalning Instru^fonaKma-terlals and ser<^lces, and (c) developing 
a knowledge of the coyivtr^ policy* in u?1ng uvstructlonal materials. 



EXtRCISt "I 



♦ In-order t*o» identify instriictional Juater iaU, ^you masi-first know the 
resources avalUble for as^s (stance Jn this task^ Goimplete the , fdi lowing charu , 
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' • i r 

MEDIA SOURCE ' ' ' : 


• * 

' L0C-AT10N . 


9 


r 

• 


» * / • 

Contact p.ersom ■• 


. V 

School '^dia person ' 
. . — 


> 

^ i ' 






name- . ^ / ! 



•a 



Central office media » 
person (s). . ? 



i namets) - jobs, r ; 



'•7.C^- ■ ••"••7 - ..- ^ '^•'^ ••• 







Area of f i'Ce ^TCdia.." • ; ' *• 
persons , , " . * . 




Are^ office resource 
teachers (your sub j . ) / 

< 


• v.. ■ ^ *. ■ . 
• v ' ^ -1' 




•1 







..* _ V-. * 



Commercial representa- ' * 
ti ves (1 ist 5)*. • , 



2Qd 

E-2 



5' ' 



'exercise '2 : . ." " , "' 



. X'*' SmVe"thi?/texerc^ wrth..j&tv^ fWtrgctional needs of. de'parfrnent /* 

' 1T!epber*Sf/j?i' yo^^ I dedtyfi;\yko,, teachers as oftes from',.,. 




"^x/*^ 1. WritevChe inst;]r^cti'Cnal, o^jjectiv^s. / • ^ . • 

^r^*'* * Objective;!-';^ . • ' • / ^ . . / ' ./ 









^ - * - " 






* \ -4 • ' 




A- > 

















noses.' 



. v-a. ' Of tent 'nthfe.' needed i^isiruct ipnal materials, ate.;,;rjght under our/ 
tiiVsVW to\the medta;,efiiite^ ttjel*cafafoW1^^^\nT^ter]^ in the' ; 

' ^ M'. -ScKooH*. .On^^.^^^^ the t ittle-/' \' , 

Use a.sep^r^^tp $h^et forxeach feachef*\s 'Object i.yei Li^s^trthe instructional matferj . . 



* "^^^y *^^^ . tVti.^,, codev-OrMpjleKvnJunlber, an^^^ • . • ' • ^ ' 

" Ched^ the .film catalogue in ora^K'to deteVrtiiV^ ^lEj Ims at .the c6ynty'^-'K/^''^ ; 



f cTfe^tferl" Adrfr thiesfe to , the- aFov^ 0' "Sf ' ■ ' ' I ^, 

c... Mow that you haW i dent ^Ti'ddldr^ * .1 \ . 



loques. Complete a Search In order to*ix)entify materials * that ^/nay.. be helpful.-' r'.' , 
In searching .for materials, check each item for the following i^nformat i on r ^grfd^. : 
l^yei, content djepth^se of i l/us'trat ions and^exampl^es ^ cost, etc, * From Jthis; 



* 



activity you 11 Ktentify comp^ni^s that provide more' helpful information than; v 
*oth0V-s/. Li^t the compViies youl feel provi de adequate informatl6n. 



school media person to identify those companies that • ~~ 

consistently supply a good product .and give good delivery service. Place an 

a'sterisk (•'^),Dy the recommended companies ^in the above list. 
* ' " . * *. 

3. On a separate sheet pf paper place the title- • 

EXERCISE 2 - H^TERJALS TO OBTAIN OR PREVIEW 

Use a separate sheet of paper*for each teacher's objective. Lfst the r>istruc- 

. Honal 'materials (title, company, and cost)'. 

■' EXERCISE V . ' ■ . , 

'. ^ * - . •■ ■ 

t^nowing where materials af^is only the^first step. Now you must know 

V . '.!'•. / , ' ; /■ ■ . . • ■ ■.• 

how to obtain ^(eeded services or materials. Complete each of the following 
act l'v/i tie?. '" ' . • V ' 

iJ ' School Media Person , . '■. 



DiscQss wi tK your schobj media specialist ^librarian) his or her res-. 

pOEisibil jtffes re*gdrditi^.the acquis i t ion,' selectto'h, ^nd evaluatt.on of instruc-* 

tion^f, materials* for\your particular discipline area. Summarize your discussion 
• below: 



1., Central Office (Kiva R(J.) Media Center • *' * 
\ ! : " ■ ' * 

Call the contact person (s)!] and ask- '^What^servlces do you provide?" . 
You will want to ^sk other questions In order to obtain a *'*clear picture'* of the . 
role of . the center and the services available to you as .a departtnent chairperson, • 
Summarize their respor^se below7 ^ ' ^ , * * * 



K ^ 



3, Area Office Me.dia^Teachnician 
V . . Contact an area office medi& technician and ask questions like the ^• 

. foJlowjngi '*Do you have commercial catalogues" of print and non-prinXjpa ter lal?*% 
/*Are the catalogues up-to-date?,*!, **Do you have^ iTtsrtructional materia] for V 
, preview?**, qtc. Suijmarize the t«espbnse below. * 



— r 



' Area ^6f f i,cie.*'fte'source Teachers ; /. ' / .% ' % 

Conta<:t,/the appropriate Area Office resource teacher and aslcth^ same ^ 



questions .as In number -3. ^Summarize Che response be-low.^ * \ ,C 
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5 Commercial Companies ' | - * ' . T ' ' 

^SeUct one or\two local ,com[>an itf^'.: Call^e representatTve/and ask 
questions like. the foUbwing: "What is thife. company pplicy for previewiag 
materials?'*, '»Hpw long does it take 'for .cl$l i very of material?", "Can you meet . ' 
with me on occasions to demonstrate ycyjr p/oduct?'*, etc. VSumniarrize' your response 
below* 
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pise .dpa^s wi th object tvje ^. It is ImpdrtSnt for^yoa td knbw 
« the ^poUcy.for selecting and dValuatig^ instructional materials*. / r / 

. ' "Ipbtain t\)e publ ication ^v^a^lnjat ion and 'Selefetiori of IhjtYuctipnaj* ,. , 



' \i 'Defin4* the terms: , , >' ♦* ' • ■ " ' ,- ' , f-*; 

. < - ■ «■ • .. ■ ■ ■ ■ • ■ ■ ■ ■ - •^'ii-- 



a. basic/materligK - • . * . 



b, supplempntaV'y materVavl - * ^' ^ 



« 
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^ 2.. At tlie counfcy level* the program coordinator -/qr eaj^h discipl^ine will 
serve as committee tphairperson for evaluating and selecting basi'c instructional 
materials. * - > ' . * ' - 



a* ^List the>,groups from which committee members will be selected. 









[ ■ : . ■ ' ■ •■ , . 


• 


*■ t 









- 1 - « 

b. The program coordinator 'selects materials for committee mebbers to^. 
rev/iew. Jf a program coordinator rejects an item, w^at action can be' taken by \ 
the iriitiator of the Tequest?_2_, * * ' 



1 



r-. — ' ~ — '~T~ 



How often wil/l the commi'tte^ meet? 



3, The •selection artO evaluation of suppleifentary materials'wi 1 1 be handled ^ 

• . ' • * *^ ♦ . ' ^ 

• by each locafJ school* * ' * \ * • ' v:. 

. . . . ^ a, What groMps c^n* request school cons iderat^ion for ysing supplementary' 



j^r. vnta^terial^? 



Whaft is the VoU^af the'Schoo'i pHnclpal? * ' jr.**" * % "L » . .. 




^.v:''v>^* c;.*^Kt'^tH>^P^rs^^ tfit^/Vhoai(,^^^ i'*. '\ 

■ - . - - ' - * t 



brief fy summarize tne responsibility of the school committee. 



i ■ 
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\ 

Briefly summarize the^s^teps xp 


be taken In the^vent that a question 1s 


*^aised. by a citizen, parent, student, or 

% * * . 


professional about the use of any instfu 


$ 

ctional materi^lsWjthin a school, • 




• 




J ■ — / * ■ . 




. • if ■. 


- . ' . • \\: 


— --^ — : 

' ^ r — ' — ^ — 






— --. 11 - ■ f ■ — . 1. , 


* • 




\ ■ ■ • V 


, 1 ' ' ' ' ' J J ' V •■' : 

' " — ! — '■ ■ fy rrr^ — : 


— —} — ; rrr*— ^^==- ■ \' 



r^..:...,- V '» J-.-.J-/ \v,-.„..,: ;., * i-:'.vV'-;- ' • .. 
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EVALUAT ON - , f 

— • I * ^ ' 

I I . " 

I. iii)5^e your list of identified instructional materials to the respective 
teachers J Ask them to comment in terms of how effective or complete' the list is, 

J ' . ■ • \- 

Does it fill their original request? Ask them to write a brief statement for 

^ I I J ■ ' '■ ' 

you to sHow the training advisor, ' 



4- 



\ 2. Explain why there are different evaluation and selection procedures for 

b^s i Q _,and_.suppl emen tary materjajs.^ l _ : , *^ 
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This. unit is one in « series which taken toretJier 
with the appropr.ja.te management system const\twtes\ 
a Competency Based Training Program for educa\trbnai 
leadership roles* The units, are designed to.al^aist\ 
participants in dejjeloping specific instructional \ 
improvement and' in$tr»uctionarmanagement competencies. 

For optimum results, this unit should be u.sed in # 
•conjunction with, and according to the direction in 
;^the Competency Based Tr'alnincK Program Guide s 



■/••■-■•-•■/ 



UNIT F ■ W ■ \ . 

ESTABLISH^ GOAtS,, OBJECTIVES, '6 PIRIORITIES 

OWECTIVES ' • \ ^ • > • * • 

You win: \. ^ ' • ^ / ^ . ' , ^ ^ ' . - . 

2. distinguish between ins true? tii^naZ ohjjaotives and management oboacHvee^ ^ 

3. Identify ways of determlnlrtg needs of an organization. " . ; . 
^. Identify the squrces of Inforipatlon ( I nputs>;, f 4r gathering datS'to 

use when deterinlniirJg^^ an4 objectives. < . c> \ \ ^ 

5.' use a goaU^etting moStel\fj6r wcompUshlngi.g'oals"^ and objectives for- 

your area of respons'lbll llty. " X ' ' 

- I " . ■ - ^ ■ " . ♦ 

. 6.. adapt the goal-eetting model for. use In your job setting. 

' IMTRODUCTION ' , / 

— • . . , . jj 

-Why dp organizations need goals, objectives,, and priorities?' , ' 

Robert F. Hager,' a 11 -knowncjauthor I ty on preparing Instructional objectives, 

offers this' reasoj'-' ^ -^^ / " . • <- 

. . ■ . V ■. ^ ' . . > '■ "■ 

U - . - aUco'ly definid^godU - taakin'gy^ -ii. is-'Jtnpm^ikU ^ — 

, to evaluate a oourae or progeam, and there ie no eovnd basia 
\ for aeleating appropriate maUriaU^ oontent, of. the in&truo^^ « / 

. . tional methods, J962) /• — . \ " ' j " ^. • '? 

In simpft term$-*^lthout clear goaU In mind, we won't know where "vte are going 

• o'r how >td grft there. • ^ 

', " - ■ ■ ' . ' . • ■ • , .. 

. As in edujcatlonal lister ypu will be responsible for setting goals; . " 

objectives, and priorities for your department, grade groUg,or subject area 

team. This unit Is jntenM to help you develop a strategy for setting goals- 

^and objectives as efficiently as\posslblee ' ^ ' 
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Pos'slMii woflfcfng/iJennltfons for the a¥ove sequence^ appelar ¥e low, 

NE£0£-'tHe dliFfercnce betv^en ''yjrhat ls*»"*ahd "what ought to. be" ^ , , 

. ^ / . . , ' % . 

GOALS S OBJECTIVES -7 statements of ititer^t to accomplish a need^-relate'd lask 

PRIORITIES ■ piE^der In . which goals' ano^ objectives ^re to be accomplished 

•^from most urgent? .to le*ast. important" ' x • ' * 



EVALUATION - a process of assie^i^tjent to" determine ffVgoals aiid objectives 
* ' have' been mc^t 'Vhlch may Indicated ^*n:e0d to esjtablJsh new or additional goais"^ 



The definitions given above are offered as Vwork1>ig .definitions,'" 
You may wish to refine them or give examples of them for ypur use at tlijs 



(lointi 
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A NEEDS: V \ ^ 



GOALS & OBJECT 



VES": 



-PJUORITIES; 



EVALUATION: 




er|c 



2\ Discuss "youV* definitions or examples with a cbHea^ue. 

)• As a department' chairperson you will be 'working wi th goals and 
objecfives at three .basic levels. The diagram lists tKeVe levels'^ arid shows 



their reUtiSnsblp.- 





. -The f nel at I onshlp between the goais'atth^^ree levels Is one of 
Interdependence. At the depai:tn)5rrt-x^grade^g)^up .leVel , you will be mos-^ . 
concerned vflth ,DEPARTHEh|T, or .a^AOE GROUP gqalTT^t Ypu rnust be aware of h;8^ 



theW»re J at^ to SCHOOL GOALS or SYSTEM GOALS. . T">A " 

Goals'and objectives can tit of two geheral .types, at the three levels. ' ^ 

tNSTRUlTfONAL GOALS - the goals and o^Jiictlves having a direct bearing 

■, : . - ^ ' \ " ' ■ ^ ' ' ' 

on the instructional process,'- For exaraple\ t-he following Is an in- 

sffiictional goal: Identify all studBfits in aMxie.9 who are tu)o ox> ' 

' ■ - mpre years belou grade leve^ in reading: 
: -* - v' • - ' ■ 

V' ^MAttAGEHENT GOALS - the essential bufnon-iftstructional goals within 

- ^" • : " '• '"'7^ — , • - . — ' — ■ * : , ■ ■ - / ^ ' 

... Is la dtepVr-tment or gr.aile gr^'P- vPor example, the following is a mairage- ^~ 
• '.m^nt goalst Develop a^pqk rotation .plan whi'oh will permit six' 

' i-Mnfihevayto'ujBf five sets of ^ '{j^tbook title) ;* 

3./ ,From,.your ^professional eitpe prepare/^, l isting of ten objectives 

anil J^ritlfyjtHem as. INSTRU^^^ " (' 



L 
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EXERCISE 3 • ' • . - 

Review Ejterclse I, The Sequence for Setting and AcwmpUshlng Goals 
'^nd^ObJectlyes. ' We shall ^ examine Vach step In the sequ\nce^n death and. 
h^p you develop strategies for working^ through each step ln\pur^* are^ of 

respo\slblUty. • , ' ^\ 

. A nEeW- a needs assessment mustWceed goal-setting. What sources 
of lnfo,rmation\must be 9onsldered when attempting to asfess needs? Hard, da t^ 
, cap come from, a variety of sources. In the following diagram some of these 
sources are Identified. (See page F-6.) - ^ ^ 

2.> The following process offers a mpdel for the ^stematlc collection 
of data. -Review the steps carefully. ^As you becane more proficient In needs 
assessment, this process may" be adapted t\^sult loca\sl tuatlons. 

r . . NEEDS ASSESSMENT PROCESS* , 

Step 1 Identify reprfesentatlve sources of information (coiikjnlty and school 

Steji-2 Schedli?e^ii)eetlng of Information sources (groups and Individuals, i.e., 

parents, professionals, etc.). ' ^ 

Step 3 Identify ideas on "what shbuld" (brainstorming-rrntul tl^ve, subjective, 

and\research findings).. . j . i j 

Step k Determine "General Types of Information" to be gathered- and ^aly zed. 
Step 5 Investigate ea£fi^'General Jype of Information" to determine what 

. - specific elements can or shoulii be gathered. U " ~ ,T£ — ^4^ - 

Step 6- Suggest alternative means of collecting information for each >neral, 

Type of Inforiftatlon." , • . , r \t 

Step 7' -Select from a 1 te mat Ives the means df gathering information. , r 
.Stjsp 8* Develop information gathering devices (written surveys, polls, Delphi 

techniques, personal contacts, meetings, etc.) ' \ * ui u 

Step 9 Identify information <e.g., coramunJ ty, mores , customs, etc.) for wnicn 

gathering devices are not feasible or i^eeded^ 
Step 10 Collect infor«atloa and:^concerns. ' . , ' 

Step 11 .-Assemble Information Into Compatible i^nd useable forms. 
Step 12. Revlew"and summariie Information findings. - _ i.^^.j 

Sj:ep 13 Analyze concerns.and cornpare Information findings with [projected ^ 

*Step iV NotrdJscrepancl.es Ltween Informitlon ^Ifldlngs and "I'deaU" 0 .e., 

^eeds) . • • - 

'Step 15 Arrange d I screpanales (needs) In prior t^i04-der. 

Step 16 Proceed to goal -setting phase. , -^^^T ' - ^ 

*Thls sWry-of .theisteps -jn this Needs Assessment Pfo^ss was cdmpjled as part 
vpf the R«ise4'rch and Devel'oiiment Training Program of the L.R.D^C. of .the ^ 
"UnlveVilty of Pittsburgh, 1972. . ' ' / 

>'>'■• . • . ' * ■ ' • 

, F-5 .■•.>.'*• .„ 



SOURCfiS OP it^FORHATlON flN4<EEi)S 



'.A 



HrcHER Elation; . / : 



rA" i-r^SWOOl SYSTEM 



^ >Vs*tem.ga^J)s\ and ob jcCt i vcs ■ 



\#blllty:;icveK 
proficiency Tevel** 




asp'i-i:a%:5ortf > 



hiArtar} cilatjk^sf * 
sobial dd;[u5t|neats. 



0 




BUSitiESS & INDUSTRY \ 
job entry skills TA 
labor "TnSTHketL-Surveys ' 



BUDGETARY 
budget i)roV|6tons " 
budget constralot% 



\ 



CUtTURAL . 
cbmmunlfy values, 



' COHHHNin ; 
cdtomunity stai^da rds^ 
perceived needs ^ 
.;expettatlon$ ; 
deraograph ij:, s t;ifd1 es^ 



v . • : scR60L , 

^th.poly requiren^n.t* r/" ' 
^■s.u.ry.ev»^/ "• > 



.0-', - 
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...3. GOALS 'and OBJECTrtfES - Goal -setting follows quite logically from 
the^Oeed* assessment process. Goal-setting can become a group activity— all 
Jrl^ets of the .group to be involved In determining how the Wentlfled needs 
c?ity-hpj^'.: The .process of goal -set^g f ol lows^a^^^equence. 




GOAL-SETTING SEQUENCE 




itep I. 'i^evlew the needs assessment dat^. , 
\SifSp 2;:.!,,Conyene a group meeting, to. "brainstorm" about possll 
T . Igl ternative goals. 
S"t\p ^> List the resources needed for these alternatives. 

if.. 'Setect* the .goals which will meet the identified needs with 
- this resources available; ,> " ,x , 

-..^Kw^ • St«te these goals in measurable Hbehavioral) language. 
.;StepWl Proceed to PRIORITIES phase. 

- ' \ * " ' ' * . * ' 

: - PRIORfTIES - The brder In which goals and^objectlves are to be 
accomplished Is the third" sjtep ip the. sequence. Step l^f^.the NeedsjAssess- 
ment Process on page F-5 dtkedj'th^ needs be arranged In a priority order. 
T^ils prIor.UizIng can give direction to the order fh which goals should be 
accompl.lshe'd. In addition fco the needs' priority, other factors^ should be, 
consTdered. * ; " - : . » • . 

„ a,, time cons t raj nts ^ ^ -V v . 

h. pfisouTC^ iavallabiinty 
c. budgetary Hmt tat Ions 

: / The grpup'rnvoWed In- tlie setting of goals should determine the • 
priorit/ •l^ which these: goals are to be accompl Uhed. 

\5/ The finil phase activity, EVALUATION ., call be either a conclusion 

/e been s\tit< 
I ties may(sihc 

Goils have been mei^coinpletely. . i ' 

/ , bi' Goals :h^ve bten partially met*, * \ 
' ^ c* Goals have ftidt been met^' 

• " ' ' 

' - Depending on the evaluation outcome, 'you may decide to proceed to new 

Qoals or Continue to work. t,o meet^ those already *stabl I shed. * ^ 

. ' ^ : 225 : 'If • ^ 



or a continuum;; \f goals and objectives have been $\tited * behavioral ly, they 
should be measurable. jThi evaluatFon activities may!>ihow' that: 



EXERCISE k 



k 



Now that you understand the sequence 'for sett fng and acComf^Hshlnfl' 
goals and objectives, turn your attention to a practical sltuatjon th you/ 
area of responsibility. ^In this .exercise you will 'be^^sked (I), to make a 
needs assessment, (2) to set^goals and objectives to meet' these rffeeds, (3) 
to determine the priority for^oaJ^compl Ishment, and (V) to evaluate whether 
the i\eeds have been met. ■ ' 

i. NEEDS AS'SESSMENT^v^Llst below at least If lye current needs (Instrut- 



■ tlonarvor management) from your are^^ responsl-blU ty. Tell how t^iese .needs 



were determined and the sources of lnf^^i|on whl«|> were conslde 
NEED . SOURC 



INFORMATION 



I 

.'SPECj'fljC ACW VITY 
(bralnstorinlirar test scores) 



% 



2. GOALS AND Objectives 



* .,.4. List all the alternative goals and objectives to accompUsh these 
...» . ■ - , 

needs. List thje resources needed, tia accomplish these objectives. 



/ ■ 

ALTERNATIVE GOALS 



RESOURCES 



b. Select. the specific goals chosen to meet^he Identified needs 




. Give the rationale' for this chblc^. 



S>ECrFlC GOALS ' 



RATIONALE 




j / 11 



' / * ' -^^ 
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Efetermfne the priority ;f6r ^ccompUshlM the objectives* List this 



# 



priority and §lve the ratlona.le fbr the chajcov- " 
• ^ GOAL PRIORITY > > . 



\ 





. RATIONArt'. 



4- ' 



i*. EVALl^ATION 

, • . ^. List' the speclflc.technlq\4es" wh]ch;win be us4d,to determW If 

^ .goaTrtnd.9b)e(ittv*s .have be^^^ accompjt^d and needs have been met* 




/•'VV,•/'»^■. 



. -J 



F^tOi. 



; ERIC> A. 



y » 



; >- ' • ' '-^v^-; 

. b. If y9u vf^re^ble to tccomplish any of your bbjectlveS In tW timo 
4CSrH.abVo,.' If$t tbfe 'degree to whTch each was accoff^jllshed, , : v 



4 ' 



OBJECTIVE 




; v. . ' 



. -VAX 




ACCOHPLISHED 



PARTLY 
ACCOMPLI SHE]} 



NOT • 
ACCOHPLf^HED 



••X 



RECOMMENDATIONS 



4 



^ You:' hive pracl?tce:^^^us^<^g.oni'^qaV-^e^ nj^det'Wift) a -pjeattfcMlC;: ;/ . 




■ v V. -J-; ';.*x.- 1 ■•' .i^ --v f»-!^v^~%. .■.v':v-:j^!v 

•* i . .••^ *^ , - - .* *_xi" * . ' ' r w* 



■■ - ■ ■:■ .: . ' : - ■ ••• \ • J> .-. 
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•your usjs In yourpschppl sfettlngf A.' - ' 

NEEDS ASSESSMENt 1 
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'Thi^unit is one in a series which taken together 
withVhe appropriate management system constitutes , 
a Competency Based Training Program for equcational 
leader^ip roles. The units are designed to assist, 
participants'in^ developing specific instructional 
improvement and instructional, management compfetenctes. 

'For (jptimun^resul^:s"thisnjnit should be usedVn - - 
conjunction w1vth.iand;. according to the directJion. in 
the Competency Ba^ed Training Program Guide . ^' :•' 



V DEVELOP I NG .CURRWULgH KNOWLEDGE 

• 'objectives- ■J;,^ ^ 

You. wi ll: ^ \ ' . " • * ' 

• i; learn a proce^ss qf arialyzrng curriculum structure. * 

• • ^« - ' < 

2*. be able, to d^termin^s curriculum corganlzation through content or 

process development ahalysis. , » . ' * . . * • , 

'3. determine /thjp scope and sequence of your own curriculum area. 

. k. practice relating the needs of students to curriculum development. 

•■ ' ' ' ♦ . " >* * 

5« be- able to select curriculum content and skills designed to meet state 

• and* county goals and objectives. a» ' - ■ 

INT RODUCTION. .• ' . . ' . 

I : — ♦ ■ ' • . \ . , . ■ ' ■ ■ ■ 

'Today, as l^n^the history of education In 'AmeHca\ nagging questions, in 
ourricujum ^re^with us. What shall we teach? How much should we teach? When 
•>hoWd wp teach wha't? To whom shall we teach what? How should we teach? What 
is the best or^anizatiorr for teaching? ^ ' 

w Each generation . PHIS t design afreshNthe nature, dl rection/ an<J the aims 



of eiuc^tion to assure, such f rtledorrf and ratlonJi^ity as cah^e attained for a 
^^ture generation. The/e are changes both ^In ciVcumstances^^^jid In knowledge 
that impose jconstraWits and give opportunities to trte teacher In each succeeding 
geneFat.jbn; It is \k this $ens^ that educ^atton Is jn constant process of change. 



Jerome Bruner comments upon four changes in our Own time that require consldera- 
tlon in! thrnking about. Education. . ^ . 

. > • ■ - • . . - '] ' . ^ . & ^ : * 

♦ > The first of these defr+Ves* from oun Increasing understanding of man as 
^ / a speciesv . ^j:. . . r ^ . * v 

second basis for .redefining education is the Increase In our understfin 
• J "^ujduQ of . tJiie nature -of individual- mental growth. ' 



^ ^\ * Third,' there is reason to believe that^rwe have comd to under^tan^i *the/ 
process of* education, somewhat more clearly than'befprte; ^ ' 
Finally, and most ob.viously, , the rate of change In the.^ociety in^Whlch 
. live forces us to .redefine how we-shdil educate d*rneW -generation J 



L ReadVCh'apter 18 In the book. Curriculum' Devetopment-The'ory aorf Practice 
by Hilda Taba, 1962; Ha/.court, Brace^ and World* (Available through county 

2. How would you relate problems of organizing as Taba sees them tq your 

own discipline? \ r '\ ^ . ^ ^ 

' \ ' : — r ^-7 , 

. ... ■ . • . r" ■■ • " 

- — ^ ^ r 7— — : — — ~ 



3. What impdct'<l6es her elaBo'rafcion upon estabi ishing seqUenci^ have upon 
ptahnihg for sequence in your special^ fleld^ of .teaching? * * ' > > ^ 



\ 



^ . 4. jrt providing for cumulative learning, how would you clarify or identify 



. . ,. \ - ^^-r -y ^*. 

elements dr. tiaseads upon whiicfi to base sequence? 




iBruner, Jerome S* r^ it?car<f A Theory of instruction, Cambridge, Massachusetts: 
'The Belknap Press of Harvard University Press, I966". * 



!i, Idenli fy .waysp in which you could provide for Integrated learning where 
facts and prvinciples from other fields of studf can" be applied to yours. 



^ ' ' 1^ • • ■ : 

6,, If you teach more than one subject, how coujd you attempt to unify them? 



/•''Could you combihe logical and ^sycholog^lcal requi rejpents in your 
discipline? How? Why not? • ' 



8* How Would you determine the focus of your subject area? 



9. How would you provide variety in your currjculurt? area to match the 
various nrades of learning of your students?^ ^ 



EXERCISE 2 

L If the county K-12 curriculum has not. been developed for your sjpecific 
subject, locate materials used prevjously with your students. Use topics, con- 
cepts, skills, units (whatever' the organizational focus was) to identify learnings 
which were introduced previously. \ \ 



2. Likewise, .determine what your students wi>l be exposed to vjjhen they 
ft . ' - . ^ , ^ - 
leave you. * i 



3. What do* you determine to be the math obje'ctives of your teachin-g? 



# 



- OPJIONAL AND RECOHHENDEO ACJIVITY: Ask your training advisor to arrange'a con- 

■ • " .♦'^ ' . \ ^ 

ference between yoJ and an elementary administrator to discuss students'"* ,experi - 

ences to your curriculum area at.^that level. You may wish also to confer with a 

^ * coordinator, resorurce teacher, etc;" — — -\ - 

EXERCISE 3 ' . ■ • ' * ■ ' ■ ■ ' 

I, * I 

Jerome Bruher's ideas on the^ structure of the di'sct/^l Jnes and Qn 
sequential teaching of interrelated concepts and generalizations have had a 
stcfnifjcant impact on curriculum. Read his bc%k, The Process of Education, 
(Available through county Tibrarles) tan you identify ways in which his ideas' 
may be refl'^cted* in the** organ i zat ion of your curriculum are^ 



' Exercise k ' 

■ \ 



1. Locate. and 'study the state and'county goaVs for your academic^ar^a. 
(Jhe^^are available from ypur principal «) List them iB order of importance to 



2. Explain your reasons' for giving top priority to the first selected goal. 



3. Find. and list thQ related county objectives which you beTieve can be 
accomplished during the coui^se of study; - ♦ - 



: '-^ ^ L : , 

4* List any 'objectives which.yoU believe a(;e unattainable. Telt why« 




1 ' 



EXERCISE 5 " ' ' ■ r ^ * : " f * . .-"^ / ^ 

J* Identify specif ic. journals which offer at* ti pies re latex! to your cirea .6f 
'tfie^'curri-culum ; -e i^"* * '^v* c-- - 

S , ; . ^ , J, 7 > 1 I ' . 
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♦ 

g'-6 •' 



i 





.* . ' . . \ . ^ " 


* * 


* • 

0 


2.* Read and list at. least two. articles related to curriculum in your area, 
of teaching. ' • 


• 




■ 7^^ — : ""^^ 




^ f 


- • ' - 

■ » 


-rV . ■ 






« » 




• < 




» • ♦ 


3. What av/the significant points of view taken by these authors? 














- • 


* i 


< .... ' . 




t 


• S ^ ^ . ' ' « 












EXERCISE 6 • • f . _ 






One of the most significant trends of the, future in the area of curri- 




« • 


culum provides for more attentijon to student interests a'nd studen| ^nvolvement 

, • ' • — ■ » 




l,.f 


ih curriculum making. * ' " ' . - * , 
> 1. In your curriculum area, list at least three procedures you could .usd 






to deft rmlne what ^Xudeht ln tere sts are,. ^ 




* 












« 




















« 2.,. Describe at least tvyo ways you could involve students in cucriculuip 






• 

making* . ' ' 






• , • » — 


• • 






« 


1 

' ■ o 
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• 



EXERCISE 7 



. K In Anne Arundel County, K-'IZ curriculum guides have be^n developed ih 
Science, Mathematics, Social Studies, .^and tareer Edutation, Select at least one 
of these disciplines and Yead the guide^ You /nay wish to discuss the guide with 
one of the resource .teachers. , , ' * * 
♦ 2. What is the underlying philosophy of the guide? ^ • 

/. ■ ■ ^ : 



3« Select one objective, concept, or skill and trace the developmental 
-sequence from kindergarten to grade 12> , . . ; - ' 



/ 




# 



-J ■ ' 

EVALUATION ' ^ ' 

What are the strengths and weaknesses of the curriculum you are requj^red 



9t 



to teach? 








• 
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' UNIT H 

IMPROVING RELATIONSHIP SKILLS* 



OBJECTIVES : 
Yo^will: 

K determine^ your definitions and experiences about relatlon^ips you 
perceive^as positive, and lielping to you. 

2. identify , your values and biases about good teaching in order to 
speculate, on the ef/fects your, biases h^ve -on yo^ relatlonslps with 

^ others. ' 

3. ' analyze the^ meaning of the behavior pattei^s In your int^erventi^fci 



\ 



. 'style order to Interpret the effectiveness of that styl^ ifi 
\^ produci*n^ th^ .changes yoiit'are trying to bring about. '> 

• c1 1 and r«ce i ye^feedba^k / rbm others tn- order .to accurate ly ^ 

V* ' ^1* determi^" the affect and* content oft. your^abflUy to cpmfnun|pate 
. ' \ effect I vefy ^Jt^ otfeVnd , tp use -this tehavfot tn order 4to' be: 
* ,sui:e you. IJ^^ten c;a^^^^ ^ ' * ' • " 



to^oth^rs. 

.1 ■ 'V'r 



As a departme'nt chairperson, you must be able to >/oVk effectively 



with persons of varying personalities. Otijfsrs wl;!!, re^tt to your iguidarice 

' ' i, ' - '■ ' ' ^ ' 

and assistance on the basis of how tlh^y pei^ceive you as a person interested 

in them .i^d the job, Irt this capacity you must not onl| Itnow your,^neeids and 

interests, butyls J the needs and interests of others! ^Therefore, you will 

'Wd to seek mastery of the skills associated with developing an effective 

working/relationship with 'Others. > . * * ' ; 

^ /•••'' • • ' ■ * ' . 

/ This unlt 'contains several exercUes designed to assist ^6\x \r\ deter 
* ' ' * " • . * 

mining^thg present, status of you/ ,hcl^tlonship skills and to assist you In 

^Thlysunit is adapted from Champagnc^'^nd Morgan.. ^; , * 



■ I'' ■ " ' ■• :J 

jmprovtng these skills* Therefore, aftor completing this unit, you should be 
able to work more effectively with others i^^^.,....^^ 

^ In prcler to achieve maximum beneflV^^rom this unit', you should *' 

perform each exercise by giving careful attention to how' the exercise and the 
resulting learning can assjist you in developing improved relationship skills. 

EXERCISE f ' . , 

1. P.lck a partner for this exercise. The activity Involves your talking 
with yiur partner for at least an hour or two In' order to fully explore this 
exercise. You are going to form a mlnl-helpm^s^elationshlp with this partner. 
Choose someone with whom you think this is possible* Pick a place that is 
comfortable where you can talk quietly together Without being interrupted or 
disturbed. ^ * • \ 

2/ With your partner, read the manuscript Entitled, "The Helping Rela- 
tlonship.'' Each of you will read alternately one paragraph from the single 
copy you share* Stop and examine with your partner any Ideas you find inter* 
esting at any polnl in the exercise* Also, stop and 'discuss the questions 
inserted into the manuscript. . . , 

• 3. After reading the manuscript, ^respond, to the foj lowing acl^ivities. 
. a. You have spent a^ significant period of time. with aTOther person • 

' ' ' " I 

in this activity.* From yqur ''first impressions," vyrite a 
descri|>tion of your partner which says something ^bput^^^he * 
I dimensions in- the model of the helping* reUtlonsh^^^^u' have | 

been discussing: ^ • ' / /' 









/ 




. ' \ . 

\ 0 

/ 
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Now write the' same descriptiop of yourself. 



Exchange these descri ptions, and thep discuss them with ^ach- 
otheri Find out, among othcjj^ things T what "data*' your partner 
used to construct the description you are reading. 



s 

Occidte with your partner if you wish to change any of your 
relationshilp behavior, Plan in writing how these ''new** types 
of^ behavior wf 1 1 be implemented. »^ 



Plan v^s. to g6t feedback on these "new'* types of bch^ivior in 
practice.__ * ^ ■ . 
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: • The Helping Relationship 

. Many of our ideas about working with others In education are concerned 
wi th^he ^relationships between and among people. We are concerned with the* 
quality. of the^e relationships, the relationships among people are far from 
simf>le. Tfiey contain several strands qf social dyifamics which we wish to 
discuss here under the general title, **The Helping Relationship.** 

the surface, many of our job responsibi 1 1 tjes are concerned with 
either giving or recelvlng^help. At any given t4me a hjslping relatlohship 
contains two roles: the helper and the helpee. The helper \s giving^ or 
sharing mqney, time, skills, emotion, or other resources. The helpee is 
rec^^j^ing or sharing some of the resources being given dr shared. So, far we 
seem to have a firm grasp of the o6vlous. However, in most instances, more 
is being given and received than appears on the surface, iifhe helper may be 
retaining a certain amount of <;ontrol of that which is being given. This 
control may be expected by; the helper as his **pj3<:S^^or the giving. It may 
be ^'surrendered*' by the helpee as part of his feeling of trust in the helper. 
The helper and }ielpee may be expecting or giving more of this dirtfension than 
the other wants or expects. Simi larly, the helper and helpee may expe'ct a * 
certain degree of gratitude for the help and get or give lesi or more tha^n is 
expected. In both, the giving and receivi^ng of help there are also possibili- 
ties of feelings of rejection., dependency, diminished autonomy, and Inadequacy. 

1. Does any of this make any sense to you? What questions do you have 
at the tDOme'nt? ^* 

2. Discuss with each other some "examples, either from your* personal or 
professlona4 life, of some of t)ie«Jdeas mentioned above^ 

3. If either of you have questions .about anything you have read thus 
far, discuss them aft; thli time. ^ - . . , ^ 




Sefoj^^^e discuss this tppic further, let us clarify our definitions 
of the tjelping relatiwshtip. CarK. Rogers defines a hejping relatipnship as 



one *'^n whtch at least one of the parties has the iptent df promoting the 
growth, development, maturity, improved functioning,, improved coping with life 

^bf the other." Rogens* definition in Its broadest sense includes parent-child, 

* % 

t^apher-student, analyst-client, consultant-client, friend-friend, philanthro- 
pist-panhandler, boss-enjployee, ^nd others. * . 

1. V/hat does this definition mean to you? \ ' 
* ; 2. Does it incluxidk teacher-teacher? Why? 

Think about and described person? with whom ybu have had this k\n4 of 
* relationship. What were the characteristics of each of these differ- 
• eri't relationships? How do you feel when you are with e'ach of these 
persons? . - ^ ' * ' 

' Kolb and Boyatis present a. conceptual modeJ of the helping rela'tion- ^ 

ship which we would like to describe in detail. • ' 

* .Their program of research is designed to deepen our understanding of 
the sofciai dynamips they identify as part- of the helping rel^ionship. Their 
purpose is,' tp try to help' others* discover ways to make these relationships 
more effective- ' © • 

. t The best representation of the i<olb-Boyat!s^ model of the helping 

relationship as shown below, ^'emphasizes five key elements in the helping 
relationship." ■ ^ * 

r> The task or problem 'around which the. relationship develops; 

2. Ihe helper* wi th his motives (achievement motivation, power motivation^ 
andaffiliation motivation); . 

* 3. The receiver of help and selfrimage;, * ' * 

,4. The environment and psychological £11 mate in which the lielping* 
activities occur; and ♦ , " ^ 

* 5. Then nformat ion feedback which occurs during the lielping process.'*'^ 

(See illustration on fol lowing pagej * * « 
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Assistance/Education ' 



-ENVlRONMENT/PSYCKOLOGICAL CLIMATE 



^ Thii model contains much information. It \s also presented in very 

tight shorthand. Aohiavemnt means achievement motivation or* need for achieve- 

• * 

ment* Simltarty, n me.ans need or motivation on other places in the diagram. 
/lesistance/Educdtion refers to.^ continuum of the kind of help beiog givenl. 
'•Giving 'a vagrant^a^dime for a cup of coffee*' is at the assistance end of the* 
continuum. Teaching the vagrant how to counterfeit the dime would presumably 
be educ,^ti,pn at the other end qf the continuum. The vagrant no longer has a 
n^d to beg. You have given hJm tire skUls to decit \tfith'his problem and not 
merely re'l ieved. the symptoms. ' . , ' 

k\ What questions do you have ^out the predbding modehas dbspicted? * 

2. What is the task around which you are building a particular profes- 
sional helping relationship? 

3>^'0id your task statement change as a result of this exchange? 

4* Give your partfier some sense of your feelings during this process^ 
of clarif i£at ion. * * \ . , * 

• ' ■ 240 • ■ 
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5. Is this task on the. assistance or education end of the helping 
relationship continuum?-. ^ ^ « 

6. Where would you place' the' tasks of the real .relationships you des- 
cribed, earl ier? ^ ^ . ~ 

7. When do yoJ'thiok it Is appropriate to give assistance,- and when 
should you use education as a strategy? 

8. Categorize most ojF your own helping relationships where you aJ-e the 
helper. Defend this response. Are^you satisfied with your response? ^ 

The terms pouer affiliation and achievement motivation require some 

explanation. All of us have some o'f each of the three corners of this triangle 

of needs. Over 20 years of writing and research on n^-aohievement has even 

resulted in training programs to increase achievement motivation for indivi- 

'duals from under-achieving school pupils to, busj^ness executives who wish to 

make more money. 

The 'vpure*' achievement motivator would have an extremely strong drive^ 
to complete a task» to succeed, to do well especially in comparison to others, 
and to be able to demonstrate completed products* This person would pay little 
or no attention tfo people's feelings or to establishing reVattonshlps with 
others who were completing a joint' task. There would be very little time, or 
energy wasted by this person to establishing power rc;lationshtps as long as 
the ta^k was clear and rapid progress was being made in completing, it. It 
<night be fun to have a secretary wfth a lot of this drive, as jong as you do 
not have to enjoy this person's company. 

A "pure" qffiliation motivator would care about relatitxiships and 
emotions and intimacy^. This persor) would move very slowly if at ^11 on get- 
ting tasks completed. This person wants to know, to understand, and to ^ 
empathize with where the other person is coming from. The affect Is preemin- 
ent. Power drive here is almost absent and certainly. on an unconscious level. 

A "pure" power motivator would use, a group or Interaction to demon- 
strate authority and would seek to define status roles and levels among people. 



Tasks would fall by the wayside as lin&s, charts^ and procedures would be 
worked out. " ^ * ^ i 

These stereotypes are exaggerated. Host people have visible parts,, 
of one or the other types of behavior with a dominance in different situations 
of, one motivation or^ the other. Obviqusly certain types of situations bring 

- ' , .•^•••^•••», , • 

^ * ^ » • ' ■ ... 

out certain ^tf'ai ts m^re Strongly. r 

- I. In terms* of this, models what are your motives as a helper? How <io 
you know? , ^ ^ 

2. When do you **get up tight*' in group or personal helping interactions? 

3. - What self-image ^o* you itavt^ "that lets. you consider yourself as a ; 

helper? . ^ 

k. Comment to your partner how you perceive his/her communi cat ionsS about 
the previous three questions on at least the following dimensions: ^ 
clarity, depth bf seTf-understan3lng you perceive,, and degree of 
acceptance of se^f that you perceive. ^ 

5. When you ask fdr help; what are your motives? 

6. When you ask for help, what is your, behavior and how'do you receive 

7. Whj?i]r;,you ask for help, how do lyojj *feel about doing sol ^. 
.^f'^*j*'Stf^r': vCOn^ piartner how ydki -percefv^. his/her communicat iohs ' 




of the. answers on the pre^ced-Wig ^uesjtiohs point the way to the - 
• • ■ . M \;\ : ; y "^^^ 

necessity of loqking.at some. of the, chan letter I stj^^iaWlie/zeJper and the 

'* ' " •* 

helpee.. ^ ' 

•« ' • / 

The personal characteristics of thfe helper and rece[ver of help are 

major factors influencing the- process and outcome of £he helping relationship. 

We have already discussed the "pu^e" motivator§. As helper?, if we 

* . * * * 

allow one or thfe other of these factors' to become heavily dominant, 'tjie 

effect Iveness of the re*lationshlf> ki 1 1 rapidly deteriorate. 

Some examples, are: ^ ' ^ 

K If we allow' the satisfactiOTS of power and "controT to dominate the 

relatl6rtsbip» the. best interest qf the helpee may get lost. 
2. If power Is not distr ibpted- f^i rlv equally, the heljSee may rebel or 
become passive In defense of 5e,lf. ;^ - . 



251 

H-8 



\ * 



3* if the helper has heavy demands on his time, the Inability to "know** 
and to develop affiliation bonds with the helpee may cause severe' 
• comm^ni cat;4on problems and block^real helping. 
4. Too much affiliation by either can produce a lack: of perspective . 
u resulting in sVm^thy and little else. The helpee may lose any res- 
pect for the helper^s ability to help. 
5* If the 'achievement motivation of the helper is very high, an imposed 
solution unrelated ^to the helpee^s perceptions of the problem may 
result. The helpee may have I ittle. commitment to this task or 
^ solution. ' ' * 

6. If the achievement motivation is too low, the helper may spend so 
much time gathering data and eliciting feedback that the helpee may 
become impatient or^ begin to believe the helper can't or won'f help^ 

If you have been moving toward the general I zatloa that all three of 

these motivations should be at moderate levels, you have reached the same 

conclusions as Kolb and Boyatis. They did an extensive research study which 

strongly suggests that on the many sub-jfllmensl ons of major aspects of the 

model y effective helpers were perceived by others as tho§e who tended toward 

.the median i^ almost all dimension ^". . This was true In the dimensions of moti- 

vati^, giving of feedback, and self-image. t 

"» ' * 

1. Suppose thre helper in the relationship has all the formal power and 
m addition has all thQ special skills and experience. What stress 
4oes this place* on a relationship? - , - 

2. What does^your last answer suggest .to you in your establishing and 
^ maintaining helping relationships? 

EXE:RCIS£ 2 s " - 

One ai^ in developing effective relationship skills fs to learn the 

r • ^* 

» t 

skills of perception checking. We use these skills to find out If the message 
sent (verbal or written) was received as intended, and, if the message received 
was sent* Usjng these skills gives us feedback which shapes our behavior in 
way^ which tend to*improve tixe accuracy of our communications with others, 

Head these Instructions* and explanations. ; ' . . 

• . ' * 

At this tlmc*>we will flrstdefine the skills we are trying to teach. 



Then we will give exemplary. I Ists of questions and dialogue of department 



chairpersons using these skHls. As a cbosing section, we ask you to practice 
us ing the sici I Is in a role**pldy situation where feedback is available^ \ 

.In this exercise we are. teaching two sets of ski Us which will help 
you answer the following questions: 

K Did what I send arrive with its original intent? * 

2. Did i receive what was sent with its original iiitent? . 

The simplest way to determine if we were getting through would be to 
dsic our colleagues to repeat to us what we had Just said and then to tell us 
what it meant in their 0W9 words. The simplest way to check whether we heard 
v«rhat our colleagues said to us would be for us to repeat what was said and 
then Interpret the meaning. * * ^ • . . . 

.Unfortunately, using this simple technique often becomes abrasive, 
pretentious, boring and, therefore, dysfunctional,- All that we, suggest in 
tt^e following pages are simply variants. of these two basic questions^' There 
are other ways of sayirig the same thing. Our^attempt is to yeduce the 
abrasi veness. *• , . ** - » 

• Did whw.l send*arrlve? Or, how badly did the!postman mess me up 
this time? Let's view pur communicatiohs* as pacf^ages* We'li blame^ Everything 
that happens^on the postman, and considerXthat if our^message got tft^ugh, It 
was in spite of the mishandling along the iwdy, • ^ 

One possible thing the postfnan does is to drop the package in a 
puddle blurring the address and the letter inside. My communications were 
only partially heard, that i,s, only certain words were heard and others were 
interpreted or guessed at* The sul^jec£ got through, but my feel I ngs' about it 
we^e changed « ^ * • 

Oiuniumbly, postman lost part of the package. I got the First part 
of? what you said, but then I missed the las^t part, . ' 

.• ■ • 25S . • ■ - 
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The packagi came apart and was put back together in the wrong order. 
I heard jali you said, but the meaning is djfferent because I got the sequence 
wrong, x« . ' 

This particular postman 'd^idn't like (he .color of the wrapping and 
rewrapped it in another color. The contents of my communication were clear, 
but the interpretation of it was entirely different from my intent. 

There are ^ny other possible reasons for teachers not receiving what 
was sent- in a communication. We have to f'ind non-offending but useful ways 
•of checking what arrived. 

The following are some exemplary questions: s 

,What did I just say? . ^ 

Pm not sare that I was very clear. Can' you read it back to me? 
Can you summarize what we^ve been discussing for the past few 
. minutes? ' * * - ^ . 

OK, let's review. ^ 
Where are we? ' r 

^,1 need a check to ^ee that we are bqth saying the same thing before 

proceedrng to the next issue. . * 

. In all of this .checking you are trying to preserve the attitude that 

you need the information requested to be able to know where you' ^ re going* 

The, col lea*5ti? is giving you information on, his reci^ipt-of your^ n^ssagie. 

are not punishing him for not paying attention«<^ Of course^ i(^ one sense 

check i<ng like this ti simply noise introduced^ intoT ttie system. It does ^rfot in 
. V . * ' ' * * : . • * ♦ * ^ 

itself carry any new information, la this s^pse it comes as a fsorm of puni,sh- 

ment, because It takes t|me. : •, - , . • • ' ' 



'. Our nekt step- is to !dok at the other std^ of* this& Issue. 

• . > ' ■> ■ ■ . ■ ~ . ^ ■ > ' • 

Qij^ I receive w&at was rent? :~ , " ' *. 

'. < . ^' . V 

■As we .M^e stated befor^, this question 'is the same as the first , 

\ . '.' \ /■ ' . '." ' . ■ 

excep^ for the ,3lyectlon.* Whefr ydu. are asking this questioo, you^tnust ^e 

' \ ! ^' ';*■•■'■ " ■ ■ .'".^ •■ '•■ ' '■ ' , ' 

awa're* that for many people jtts.t being asked is interprvbted as a crificism of 
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the clarity of thei r communicatibns. This impl icatJ on « threatens sbm^^nd . 



Insults others. Most people comj^ to an appreciation of this mode, \fj^th$2(^re 
realistic* »They even begin to use it themselves as they see its value. Ttils 
skill, wheh ovefysedj,^ seems insincere anci artificial. It can become just some- 
thing to say while you are thifilcing of something to say. You have to be real 
•in your use of both of the skills you are learning . in. this sequence. - 
• . Our suggestions foTlow: ^ 



Did I hear you right? What you said vyas 

* Let me run that one through the nj^chlne again. , , • ^ 
Here's what I heard you say..i.. .. ^ ; . 

We've finished ojur somewhat sinfpllstic examples. ^ Now we ^ re. 'going to^ 

* * ' * • • . \' * 

^ *' ' '* '<,. 

describe s6mi.^ fun- type exercises which you can yse to,^(%aK:tlce the ski ,1 1 wi^' 

• , ^ *^ ' *v 

have been deflninig and describihg. * ' . . ' ; 

OIti you receive what I sent? ' . \^ ^ 

' Have a drstussi<?n,wi th a friiiid or wi th a Smal K group of friertds\'': ' * 

* ' * ' ■ " 'a ■ ' . 

There are smqI^I^ rules to the. disjwsslbn. .Af ter ^thi' opening statement, you, 



can only participate irt tlie talk If^^^jpu have first repc^ajt^d to the previ:oi^_ 
.'speaker's satisfaction -both the content Vnd the af fe;ct of hi^s contribution |:o 
the talk^ Keep the discission go in^; don J t let Iqng pauses exisY/hopihig thSt 
someone else will take up the ^f low.* Probably ybu should rest af ter.about fen 
minutes of talk. Most pe'opllVaet frustrated with this exiercise ,ff i t. continues; 
beyond t'en fitlnutes. We think- the f rustVarion comes'^f rortv the"'rtec<S5st t;y. of 

listening to each other; * • V i <\ 

■ ^ ; < . ' " ./ • ; " , 

This exercise has the ^ame pofnt but is ju$t a little more focused'. . . 

Have a discussion with a ffiignd of a .g**oup of^ friends... In:^ this ^disi^.; . 

cussion you ajreVimpry reflecting, repeating, or par^apKr'aslrig wh^t you tteaVd / . 

then sa^^. ' You are adtfing nothing' of yoUr own. . YdOr'^fridnd; should, be trying " 



■• . . • / 

to Focus or clarify something ht/sht is thinking about. Keep tlfis mode of 
reflection going until your friend has a eureka, or he/slje reaches a dead-end. 

\ y , Get'feedback on .the. reactions of the friend or group to your^4:04Afie- 
,Ling. This feecJBack can come from an outside observer 6r from the people or 
persons about whom you reffected. This feedback process for the person who 
dJd the^'ref lecting serves the same function he*was provldjng when he was re- 
fleeting"; . During either stage of this process, the person who Is doing t|^ 
reflecting sftould provi^Je feedback for both the verbal and non-verbal language 
he is obs^rvinrg, ^ > 

''One form of observation is to' determine If the*p^rSoa*s verbal and 

noo-verfjal communications aure congruent. If a person says, *M am willing to 

■* * . . * 

discuss that openly,*' andsSits In a chalf with his arms folded, he is saying 
.v^fball^ that he will be open while non-verbal ly he Is probably -saying that 
he doe not want to discuss alrything openly. He is, in fact, being protective 
of himself and r^istant to *the discussion, * , 

Another ^>iample of tncongruency is a sltuati9n fn which the person 
sits behind .his dbsk, with the colleague sitting out front, and says, **We're 
galr>g to look at the data together and jointly decide a co'urs^ of action.)^ ' 
The verbal statement irtdlcates equality while the non-verbal physical seating 
arrangement defines an authority-subordinate position. ' 

A .second form of cbmrnunfcation Is a determlnatfon of . the degree of 
opdti-end'edness of questions, Fol lowlng*are tv|| examples of this form. 

*■ . ■■ . \ ■ : ■ 

Depiartment chairperson: * , 

\ ' 
. I. ''React to our meeting today/* 
* ■ 2, *Tlck two or three things you would like to talk about for the next 
few minutes," - , t 

Statement I is opeA-ended in that the teacher can react to any , * 
number of issues, any type of concern either cognitive or affective,, and 

- ■ \ • .• 256 • ■ . ■• • 



without a time restriction. Statement ^ is restrictive in.that it limits the 

' . ' ' p J © 

colleague to a maximum of twq or three things. It is also^ restrictive in ihat 
It sets a time limit, and that it Js being directed and controlled by, th^ 
department chai rperspn. . ^ 

I A third form of communication feedback is interpretation af verbal 
affect. If the chairperson says, *'Hi, how Sre things going?", the colleague 
might get any number of messages which could be^ dependent on the following: 

1 . pace ' ) ^ ^ 

2. inflection ^ ' . 

3. body posture ./ 
^, chairperson's expression [ 

5, gestures * ^ . 

6. past experiences associated with the question 

/ ' 

It is important that the chairperson practice getting and giving 
feedback x\ gain some skill 'in using it'. It Is also Important that the parti- 
cipants be honest with each. other when giving feedbacks Honesty is the best 
way we know to c|ieck our own perception^ of the vf^lidity of our feedback. If 
the honesty doesn't exist, very little or no groWth in using this skill will 



occu r . , s * *. : 

We also belive that each person who us^s these experiences can 
continue to learn* from them ho matter what his level of expertise and ^Irres- 
pective of the authoritativeness of the observer. We identjfy the communjca- 
tion skills and tyfSes of feedback that each person can give/ We use him/her- 
for feedback in these areas, 

EXERCISE 3 ' * • . ' , 

Your values ^bout good teaching directly affect your relationships 
wl th'^others. We must know about our biases in order tc^cons.truct some safe* 
guards and to know what they cause us to do. You must recognize wfvat your 
values are, - - \ * ^ 
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/ It is possible when one begins to focus on .values to see, a value ^ ■ 

/ '•»./- • ^ , /, 

lurking behind every tree and bush ready tfJgulde your. every b^avior. . . Thfls^ 

syndrome Is known as the guid lng-1 ight^ theory* You wMl jet your balance back 

later, as your over-compensation rapidly dies away/ 

In the following descriptions don't think too^long before y^u write* 

Don't bother trying to psych out the activity. 

K On a separate sheet write in 100 words or less, your description of 
the ideal teacher. / * ' . ^ 

2* On a separate she^t write in /ipO words or less, your description of 
" an average teacher. 1 » 

3. On a separate sheet write in' 100 words or less, yoyr description of 
a poor teacher. •/ 

On a separate sheet answer the following quest i'ons ibout your 
portraits of te/chers. / . - 

1* How close is your descri jSntfon of the good teacher to a self-portrait? 

2. How strongly is your description of a poor teacher a portrait of 
things you don't 1 Tke aboq^ yoursel f or of* someone you have known 
'and not liked? 

3. Are the positive things and the negative things you describe about . 
the teacher really centra) issues In tfie teaching,, or are they 
surface personal things whi^ may have relatively little effect on 
the students? Give reasons for your answer, 

V. On what factors are your good and poor teacher qualities based;. 
^xStudent reactions, moral judgements, community standjar^ls, styles of 
•^ress, learning data from students, etc.? *Why? 
5* uo you want to change any of your original descriptions now? Why or 
why not? . . - ^ 

6. What effects do your va'lues have on your behavior when working with 
• col leagues? , ^ 

7, »What questions of your own has this simple exercise caused you to 
a^k? . ' . • ' ^ , 

Both this procedure and the previous one are really interesting to . 

discuss with others. Whether or not they have completed the activity, go 

ard|und faculty rx>oms, etc., and ask„ thes'e questions of colleagues. You will^ 

learn more about the penMMial nature of your answers by knowing others' 

answer^ t^the same^ questions. . 

, Discuss yogr answers with others until you have heard their beliefs 

well enough to paraphrase what they say to their satisfaction. Ask someone 

~ \ . • / 258' 
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to paraphrase your values and beliefs about^ooS and poor teaching until you 

think they really understami you. 

I, • • ^ 

. What do you think of your valuer now? , • ^ 7 

EX ERCISE 4 * • . • • 

-in order to develop effective relatfopship skins,, you must know you 
intervention style and its effects on others, / • v / . 

In this exercise you wil/1 respond to e^ch situation listed below. 
Then you will be asked to ident/fy some of the patterns of your behavior . 
Having completed this task, the next qijestlon will concern the effects you 
^believe resukt from your interactions and what yqu wish to do (,lf anything) 
in \:hanging these patterns. ^) 

K Carefully read /the following directions and 'then respond to each 

situation in the following series. ' , 
2. Fill out the Intervention Style Survey P/^file Sheet and begin the 
^ analy'si^i suggested at the bottom of the Sheet. 

. Intervention Style Survey ; ^ . ^ 

Typical situations which an educational leader encounters have been 

- ^ . ^ 

included (n. this Instrument. Fo? each of these situations, five alternate 

/ , i ■ 

ways of responding have teen, listed. 

Each alternative response is-dlfferent from the other four. Since 
you will be asked to differentiate among the five responses, It Is necessary 
that you read all five alternatives before answering.' 

After reading all five responses, select -the response which is most 
similar to the way. you would actually react In that situa.tlon, and place the 

letter corresponding to that response (a, b. c, d, e) somewhere on the ^'Most 

J, • . * ' ' ' ' ' 

Similar" end of 'the scale. Complete your ansWer by placing the three 

* . " ' ' * 



remaining Utters within this *'mosLt- least" range, in terms of how well each 
response re^^ects the way you would ac,Usif\i Teact In that particular situation 
(see example) . * ^ ■ \ ' . ' ' ' 

Example: ) have just won $5,000 In magazine pub1 I Sher ^5 contest, 
twill probaBly: • . • • . ^ 

^ a. Payoff all *^tl||itaiidlng bill^ and place the remaining amount in 

a savings. account. , • ' ' . 

b. Invest ,the entire amount in sound stock; ' 

c» Buy ^a<new/car* ... - ' ^ - 

d. Take an extensive trip, 

e. Place the entire amount In my savings ^account, / 

Host a d c b e - Least 

' SimI lar 's B ' 7 5 5 T 1 Y^T^ 5 "Simi \ar 

Of the five alternatives, this person chose response ''a'' as most 

sintilar to. the way he would respond in this situation, although not giving it 

a ranking of 10* Response ''e»' was least ^ilmiJar, He ranked responses 'y*, 

"c**,/and '^b*^ on the most-least contlrjdum, between ''a'' and ''e*% response ''tf* ^ 



be I /g very similar'^to the way hc*<Iould respond 'and '^b'' very dissimilar to 
the way* he would respond; ^ 

His answer could have been": • • * " 

* ' ' ' - 

Most b . / c d a e Least 

Similar S 8 7 6. 5 3 2 . 1 0 , Similar 



Most ■ a 



d c < Least 



Similar 9 5 7 5~1 5 "1 2 T O"^ ^Similar v 

■ ■ • ./'•'/■ / ^ ■• 

t. There are no right or wronii answers/ The "best" response Is that 

one which most accurately ,refjects^>he Way you would respond In that situation. 

In responding "to the following 12 itemsvYou are to place yourself 
In the position of Department Chairperson. As Department Chalrpferson, you 
report directly t6^Wi!*s^6ol principal.- . 
' ' H-T? * 

* ' ■ • 260 , 



I*. One of the teachers has created a stress situation In the office 
V ' '4 #. . - ' ^ 

by criticizing many of my decisions to other members of the staff. In discuss 

^ * • 

Ihg tjils situation with him, I wi I T probably: , . ^ 

' **a. Talk as. little as possible and wait for him to ask for my 
' • • ' 

«w ' opinion or, ideas as he feels the need to do sfo. 

* 

' Jb. -Be very active In ^he discussion *so as to clarify for Kim 
. * the reasons underlying my decisions and the position I feel 

t be must adopt. * » ' 

■ ' ' r. 

c. AiTow-him to do most of 'the talking in the Interview, and 

^ • • ' • *- 

% * • * \ 

listen, In a •non-judgmental and accepting manner, 

> ^ ■ . . ' • : . 

d. Be as* act/ve as*he and try. to arrive at conclusions which 
, represent pur joint points of view. ' ' • 

^ * . e, Vy to wln\hr^ 'fespect and then^pei^tfde him to my point of. 



view. 



Most 




_ _ ' ' <" " Uas't* 

Similar' 3 8 7» t $hi ^ \ 3' 2 I ^^Similar 

.2. The prlnc^pa^has askec^ to'sterve on a committee with -various 
faculty and other teachers to dev.ivse a p^.opo»aJ for more staff participation. 
\m school governance. In these conimi'ttee meetings, t will ptrobably: 

a. Wait for my opinion .to be a^ed and usuany*acce]f>t; the 
majority opinion* , ' ' 

' b. Assist other members ofx the committee In clarifying their 
* Ideas and emphasize gootl^^*eJat|ons among' commi t tee, (rtembers, 
c. State my ideas and opinion? in the*context of my ^contact 



with staff officers and worfe toward a feasible, although not 
perfect, proposal\ 



% 



% 



i will probably 



t . 



♦I * X 

d« Encourage all committee mmbers to actively part'iclodte in 

^creating the proposal and emphasize understanding ani agr^e.- 

ment of a proposal that is satisfactory to all Involved, * 

•e. Try to persuade the coftimittee members to accept my point. of 

view and pTush for a proposal that can l ^e rjfea l ist ical fy ^ ' < 

^ adopted, 

Most • ' ^ Least 

• STimilar 9 8 7 ^ 5 . 3 2 I iO Similar 

In determining my succe&s In orienting a new teacher, I will 
. probably V"Phasi2e; *' 

' a. The extent to which his decisions reflect the accepted 

' ** . • • 

standar^d of behavior and school policy, 
* . . b. The extent to which he follows expected behavior, and^ the ^ 

amount of^urging necessary on n^y part to achieve this, 
c. The person's progress toward se]f*acceptance and personal 
worth as Indications of his ability' to live, witji others* 
N^- fl* The value of particular kinds of behavior in* relation to the 
goals he and 1 have set in the 'interview* 

' ' V ' : . / • \ * 

e. His loyalty toward and trust Iti nie In the context •df our 

relationship, * . ^ '/ 

Host ■ .\ . ' Least 

Similar 5~B~T7 5 5 ^ X 5""" llmjlar 

I have just been Informed about a group of parents who^ want -me 
to .abolish a new currlcular pi'ogram which>was organized under my leadership. 
This group has arranged to m^et with me next weeic. In tallying with (his ^roup, 



^ . - ■ •. . . . • •• . 

1 . • 
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a. Answer the! r-questtons directly and , courteously hut not 
becodle icrVolved-in an active discussion regarding the purpose 

» 

'}/ and. goals of Xhe 'program. 

b. Clarify for them the reasons for the program, the ^position 
that the 'department and I have taken in- relation to the pro- 
gram/ and the degree of my authority in relation to such 
programs. , ^' 

c". Listen carefully t6 their comments, and assist them in-.talk- 
' ■ in^ -about .their concerns wi thdut explaining my position or 

the' program inxletail. 
d. Carefully expVain the reason fo'r the pVogram-and my position, 
biiti also assist them in clarifying thei r coricerhs and-how 

» ' ' , 

these concerns may be explored" ip relation to the program, 
e -Listen carefully to their comments, but gradually attempt to" 

■ ! •■ 

' . garn their acceptance of my position on the new program. 

^ . '~, ' ; Least ^ 

-3 g J g-=-5 V 3 2 l'- .0 ^Similar . 



>st 
Simi lar 



5. Teachers and instructional aides «ave not been attending ^he 
weekly 'in-service .training-pJ-ograms carefully planned by mysfelf and the prin- 
•cipal. It was previously decided thpt .these programs were inj).ortant.,.for the 
max Wm 'functioning of the teachers and- instructional •aides\ and they wefe ■ 
aware of their expected attendance at these. "proframs. To assure attendance . 
atf these programs, I am likely to: , ^ - 

a. -Clarify t>»"fe reasons for the tralnl-ng programs -and the conse- 
quepces of not attending. 
. b. Arrange a discussion with those not attending ahd encourage 
««. them to 'explore their personal goals and responsibi 1 i ties as 

Staff members* 26S- ■ ■ . ■ 




^ c. Carefully outline the reasons for the training program, and 

the expectation of attendance by all staff mefnbers. 
d. Contact each staff member not attending and encourage him to 

' do so. ' ^ 

•e. Arrange meetings with all staff members involved to determine 
why some are not attending the meetings and discuss in-service 
training formats^. 

Most J ^ * » Leas 

Sim! lar 9 S 1 6 5 \ A 3 2 j ~Sfmi lar 

6* The district administration has aslced me to supervise a teacher' 
placed on probation for one semester. At the end of this semester, we hope 
to have accomplished previously agreed-upon objectives in working with this 
teacher. I will probably: 

^ ' a. Meet with the person »to review openly our relationship in 

-* . » 

establishing goals for behavioral change and treat the 

evaluation as a shared responsibility. . 

b» 'Meet with the person informally and as a friend to share my 

reactions to his behavior dnd encq^ra.ge him to. ask questions 

♦ » 

about a change in his behavior. 

c. Evaluate his behavior for him oit the basis of reports, ' 
Compare trim with others whom I have assisted. Consider 
probationary requ'i rements and tell him ways in which he can 

< ''^^ 1 make improvements. y 

d. ' Encourage the persorr to assess his own behavior and . Identify 

ways, for change. as he thinks necessary. Try to stimulate 
persona! commitment and self-confidence on his part. 



e. Develop a rather casual relationship with 'him. Inform Jihn of 

the probationary requirements, and make a recommendation based 

upon the expected behavior li^f staff In the district. 

Most : [ Least 

Simitar 98765^'32 IO Similar 

Jo. 

7. An aide has recently been* referred to me^ for assistance by the 
principals His behavior in the clasusroom has been marked by numerous c^ild- . 
nice respohses, and both his fellow aides and teachers have talked to the 
principal about him. The aide was not told he had to see me, but' It was sug- 
gested to, him that he might want to talk to me about his* behavior. To help 

this person change his present behavior, I wi 1 1 probably: 

• * 

a. Encourage him to identify with a teacher or an aide whom he 
respects and who demonstrates acceptable behavTor; 

b. Clearly state a ?ing1e course, of actlori for him and the conr 
sequences, for not following that^course,- * " 

• ' c. Assure that he has a choice 'between various, courses of action* 
and is able to explore these actions before tjnaking a decision. 
^ Clarify t^e need and direction for a change " in Jbehavior, but 

leave the decision to change or not change up to him* 
e. Assure that he has totTal freedom from other's influence in 
choosing a course of action* and has the support oi othei*s ^ 
once he. choos€$* ' 



8, In establishing a new. planning program with an administrator, I 
discover that my personal negative feelings toward. this Individual are Inter- 
fering with my ability to work with him effectively. I will probably: 

a. Talk to other staff about their feelings toward this person, 
^ and If iny feelings are suppocted, tell some Influential 

school patrons about my feelings and what he is doing to 
filnder^our task." 

K 

^ b. Openly express my feelings to the school patrons as to what 

r think they shouliJ do to help the situation. • 

c. Openly c^^press my feelings and encourage him to do the same 
^gl^ th^ personal fee.1 1 ngs between us can be clarified. 

d. Try to better understand his action? and try to overcome my 
own negative feelings. 

e; Avoid con^tacts with any school patrons and djscuss only > 

- ■ • " • 7 ■ ■ ' - - 

accessary agervda with him. » ' . - 



htost 
Si^i lar 



Least 



/ r 9. 8 7 ^6 5~ \ y 2 i 0! Similar 



9. As a result of my 'not recommending ar; particular teaching 
assignment desired by one of the members of tny department^ I am presently . 
being criticized "and challenged to attend a meeting to discuss my position, 
in this meeting, I am iTkely to: • 

•a. "React more to the way he sees the Issue than thejact that 

• ' he is challengrng me. Try to re-evaluate his proposal In 

* #♦ ; * < ■ 

* . < • ,^ • * 

view of the two positions y/e are now taking. 

b. Be concerned'about my relationship with the school admir^s- 

tratlon ahd^ Inquire abogt their respect for my judgment. 



. ^ ' - ' • ■ . 

c. Discuss and push,iny position, even if it ultimately means, 

remlndlrtg the te^^cher of my authority in such assignments. 

^d.. Be concerned^ but^avold arguing my position and assist the ^ 

. teacher in clarifying his Ideas and opinions about the 

/ tcissi.gnment. 

e* S.lmply remind him that t have made the decision and explain 

^ the basis of my decision rather than becoming* involved^ in an 

. . 1 

argument. 

' *i , ^ 

Most , » Least 

Similar 9 S 7 5 5 . ^ • 3 2 1 0 Similar 

I0« The members of my department and our outside consultants are in 
disagreement about the, type of programs to be implemented. Their persona^T 



dispute is affecting the other faculty members, i have decided to meet with 

f 



them tjo discuss the situation, in thi$ meeting)'^! will probably 



a. Remain neutral or stay out of the arguments 
V ii- Try to smooth over the feelings and keep the staff wdrking 

together. • _ 

- - - - . : . . . - . . . ^ ' . 

' c. Try to dismiss the conflict and present my views on* the 

' ■ disagreement-^ 

d. * Use my position to "^encourage them to arrive at an equitable 

• * * V • • ' 

> - " 'solution to the problem. 

^. Try to cre.ates;d situation so the two groups can identify 

. . ' " . ' ' - < ' \ 

0, reasons for their conflict and qxplore means to achieve the 

• goals of the district. • 

Most ' • , Least 

Si'milar 9 8 7 6. 5'^ 3 2 10 Simflar 



. . INTERVENTION STYLE SURVEY ./ 
. . ~^ . PRO^riE SHETT 

Directions: Copy your responses from the \t^m ortto tfiis sheet. Be sure to 

note that the order 4f ^he letters (a, b, c, d,r e) Varies for each item> 

Place the scal« valUjcr you 'a^isi^ned to the letter "'a'*' on item I, for example, 

above, the letter .**a** on .this Sheit/ Then do the same for. all other letters. 
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1. 






♦ I 


* 




J 

,2-. • 


e 


• . - 


•* a 


c 


D 






.a 


* *H 

< • > ^ u 


b 




3. 












• 


' e . 


' ■ - -a 




. . ^ C 7 


• , b 






















- ^ 














• * 








A: - 


V.:-- b 

' - !'• •, 


• >'. ■■ 
















b 










7. 














a 






•;V- ■ ■. ■ 


•ic b ■ 


•: 8/:. . '(^ ; 




- *■ 










• a 




. c 




■ bs 
















.b 


e 


a 






10. 














-. d . 


a 




' b 


c- 


• O 












Sums ' • W,- , , . 



St' 
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Surii.your scores for each column. Select your highest total. Score and make 
an analysis of the items ypu sefected in terms of your perceptions of your 
role In* the intervention process. 

Possible elements to be considered in your analysls^ 

(1) Can you Identify a pattern of behavior? 
^ (2) Is it possible to'locat6 yourself. on a broad Interaction continuum? 
(3) Could you prescribe a self- improvement program from this analysis? 
\k) What resource help cou^ld you use fat"' the improvement plan?. 

■ ■ . 268 



c 



I. Describe l,n"wrltlng your ^Mnterventlon style. ^* 



• ■ ' . if,:- . ^ • T 



3 ^ I. 



. .'y 2> What do you think are the effects af your intervention style on 
other people?^ • , ■ 



-1 



34 Do you wish to develop any different Intervention styles for 
" . * some situations? Why? ; y \ 



— — ■ — — ^- — — t 

k. If you were In th« "yes" category on the Jast question, write 
below *»hat you would like to do differently In specific kinds of situations. 







— ^ 



' . 269 ; 

\ ■ / 

' . ' . H-26 



EVALUATIOM . ' . 

V t • , 

1. State your values about good teaching to a colleague until he 
is able to. paraphrase them to your satisfaction* 

2. fCan you categorize" your Intervention style at any time during 
fijeettng? Ask a friend to assist* 

3. Write a description of you^ "jdeal" helping relationship. 
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This unit is one in a series which taken together 
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a Competency Based Training Program for educational 
leadership roles. The units are designed to assist 
participants in developing^ specific instructional 
improvement' and instructional management competencie 

Por optimum results this unit should be used in 
cpnjilnction with and according to the directions in 
I the Competency Based Training Program Guide . 
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UNIT I 

WRITING AS COMMUNICATION* 

t 

OBJECTIVES . • , . 

You will: . • ' 

1. communicate written ideas, proposals, and directives in clear 
I^fhguage by incorporating the concept of peTBona in your writing, 

2. ^monstrate awareness of accountability in written communiques, 

INTRODUCTION 



' A significant proportion of many educators' time Is spent in 
communicating to others in writing. Whether the^se communiques consist of 
individual I letters to pri vate .ci t i zens , directives to staff or faculty, 
memborandums to colleagues, or information to parent and other community 
groups, they represent not only the individual administrator or department, 
but also the insti tution. or system.^ In^addition, these communications* 

transmit much more than information. They express attitudes, stances, agd 

• -ft 

values of which the writer may be unaware, ^Finally, as the ^once^pt of 
accountability -becotiies more meanin'gful to those in the edijcat ion profession 
and begins Xo^^permeate' various layers of t-he educational fiber, its applica- 
bility to written communications becomes apparent. Accountability as 
reflected in written communication consists of the writer's knowledge of, the . 
attitudes and vaiueS his writing expresses and his ability to choose^^and 
manage those elements of lan'guage which l^est produce the message, e)y}llcitly 
and implicitly, he intends to send. ^ 

Consegueiitly, the purpose of this unit is tQ familiarize you with 
the elements of language cin4 style particularly that of pePspna which will 

*This*unlt is adapted from Cfjampagne and Morga/1. ' ^ 




enable you to express wr>tten Ideas more clearly and effectively. You wlH . ^ 
be asked to apply the principles of persorta and accountability both ^n 
p-ractice exercises and in your own individuatl situation. 

£XERCI^E I 

) 

K Read the following: • . - » , 

"« » 

Persona is a Latin word' meaning mksk referring to the Latin and 
* * •< 

Greek theatrical convention by which speci*al types of .characters were recog- 
nized according |o the m^ks they wore. In wri^ting, persona means the.^, ^ . 

character or personal ity* a writer assume? as distingojshed from his real or 

« * 

actual self. Whether he intends t^) or not, every wjpjter assumes some kind of 

persona. There are, however, certain writing techniques and^anguage coast rue 

tions which produce certain* effects and d if ferent 'Kinds of peweaae. ; 

• Walker Gibson suggests that all writing is. ah adjustment of com- i 

promise ahong three ways of presenting oneself to an audi'ence: tt^fe *'toughj 

style of writers I ike' Hemingway , the *'sweet talk»'"of advertising, the "stuf- ' 

finess** of official rhetoric, and the jargon of acadegiic specialization. . * 

Of these, stuffiness seems to be the onus of our- age. According to Gibson, 

^'The major fault in modern prose generally is stuffiness.'* » He continues, 

'•The reason it gets in the way, I submi t^v i s that the vJriter is scared. If 

this is an age of anxiety, ohe way to reactyto our artxl^y is to withdraw 

into omniscient and multisyllabic detachmecit where nobody can get us.*\ , 

, * . / * ■ I ^ Ik • 

Stuffiness can be defined as offj'ciaj prose, specialized Jargon, 
or any ''language whose voice speaks for an organization rather than fpr an 
individual/' Take for example the" fol lowing quotation from the Surgeon, 'f. 
General's Report on Snx)king an4*HeaHh: ^ 



' CI garettfe* smoking is causally related to furig cancer jh 
men;* the tnagni tude of the effect of cigarette smoking far , 
outweighs all other factors*^ Tht data for women, though- Ies$ 
X * extensive, point in the samp direction* . 

/ The risk of developing lung cancer .increases with the 

duration of smoking and the number of crigarettes* smoked per 
' day, and is diminrshed by discontMfHJirig smokifig. ' ■ 

fhe risk of developing ca^cer*^pf the lung for the 
combined group of pf'pe smokers*, cigar smoK'ers, and pipe 
*and cigar smokers is greater" than for nonsmokers, but much ^ 
less than far cigarette smokers.' ' ^ . ' . / 

The data ^re Insufficient to warrant a conclusion for 
,each gpoup individually, ^ • " ^ 



Notice^the niihiber of passive verbs and abstract riouos which result 

* , i » * . 

" in, the wi-iter'6 refu5.al to assurpe personal re^sponsibl 1 i ty for wha^t Is said. 
. T]ie!^ disembodied, '^rmpersonaKvo ice hardly seems effective in *try(ng to 'get 
people to stop smoking/ ^ ^ ' 

* In the following revision, t^ie tone remains serious, but it is in 

• more direct contact with the .reader, the^writer's rfesponsibi li ty' is made 

■^expirdty^ and* the %mdker's involvetnent in the situati/^a is encouraged... 

Cigare^tte smoking is .the major cause of l^ng cancer 
' . in meTfl, and plrobably in women too. 

* The J anger one smokes; dijd th§ more cigarettes on6 

* . ^ " smokes" per day,'tHe greater the chance of developing luqg ♦ 
, ' ^cancer. Jhis-risk isj reduced when* one. s^ops smoking. * . 

, \ . • • People who smolje. pipes' or cigars, or bothT^Tso risk 

. cancer, but to a lesser' degree' than cigarette smokers. 
* — ■ We cannot say exactly what the-risk is for each of these , 
^ groups. , ^ ^ • , 

2r Read* s"eveVal examples of Dear Abby letterl. ChooS^ one letter^^anjfl 
. try to imagine the person who wrote it, tased oh your perception. Then, 
answer the foUowing: , - . 

a. What\ind of 'persorl is Being introduced' to" you through the 
words, hot necessarily the content? , -> ' ✓ * ^ 



b. On what specfflcs did you base your* inferences?. 



P T 













^ 
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c. * 'nclude^oux" Dear Abbys example-(s) wfth this exercise* 

•\ . • ^ * 

3. Select a cofrtRunication generated from your particular site (county, 
\ * \* , 

school, or department) whlbh might biej-egarded as ''stuffy/' Rewrite your 

> 

selection in. more direct language, keepingXthe tone the same Attach the 
communication ^nd your re-wr;ite^to thjs exercise* * . 

EXERCISE 2 . - ' * - . ' 

*~ • ^ • r ' '^ 

\. Read the- fol lowing: . ' * • ' - \ 

; ' — ' . , ? . . . 

In addition to/the persona or voice, two other elements in writing 
'which determine what messages are sent ar-e the audience and the subjecti. 
• The relationship' arton^ th^se elements can be identified according to tone 
and distance. * At one extreme is the *'ad man" who decreases the distance 
between his Readers, and himself by aivlng the Impression that .he isftalklng^ 
directly .to the reader. At the other ;extreme is the scholar, wholly relying 
qn *M earned* V\^ocabu I ary, relatfyely long, con^lex sentence structures, and 
few references to the reader, creates a greater distance. At the same tlme^ 
^ the wri ter'^ relationship to his subject Veveals a xilstlnct tone and dUtance. 
• Expressions of attitude hea\?i1y laden with honorific or prejoratiyc. language 
often reflect back- to the writer's feelings^ but ^ay Uttle about close con* 



Crete ^Sbse r vat Ton." ^ 



Because* these threii elements (periona, audience, and subject) must, t. 
be. experienced* in order to be internalized;, the followfng activi^ties a4e ^ 
designed as pra(^tlce in araroaching writing from this stance^^ v 



ERLC 






2. Whom do- you* trust? Read the excerpt whrch follows, keeping in mindly 
their purposes, their audiences, and their attitudes toward the subject* 
Determine,' \f you can, when you ^re. reacting to content and when you are *^ 
reacting to* the language* , * . 

The fol lowing questions may help: 

\ ' ^ 

a. Who Is talking in thi^s writing? Who is being introduced? 

b. Who are we^ expected to be as<.we read sympathetica^! lyj * ^ 

c. *How believable is the persona in each^^ these selections? « 

dy On what criteria did;you base your conclusions?^ 

. ' * . *• * * * • i* 

WHOM 00 YOg TRUST? ' » . , 

' ^- ^ 

I am Commander Lloyd Hark Bucher, Captain of the U»S«S* Pueblo, 
belonging to th^ Paci f i c Tleet^ U- S, Navy, who was captured while carrying 
out espionage activities after i/itruding deep Into the territorial waters 
of the Democratic Popple's Repiibl i'q^of Korea • . . • 

My sMp had conducted espionage activities on a number of occasions 
for the' purpose of detecting the territorial waters of the Socialist 
countries. Through' such espionage activities, my ship detected the military 
instal Idtion^.' set up along the. coasts of the Socialist countries and sub* ' 
mi'tted ^he materials to the U. S, Ceptral Intelli.gence Agency, 

Recently, we were given another important mission by the S. 
Central Intelligence Agendy--that is, to detect the ^reas along the far east 
of the Soviet Union and the Democratic People's Republic of Korea;*" The U^ S, 
Central/lptel 1 igencfe Agency .promi sed me that if tKis task would be done 
^successfully, a lot of dollars would be offered to the^whole crdw members of 
my^hi^p- ahxlparticularly I myseff wpuld'be honored , . , , ' 

_ny crime committed by me and my men is ej;tti rely indelible. I and^ 
my%rew-have pejpstraled such* a gravV criminal act, but our parents and wives 
and thi ldpen.at home are anxiously owai ting for us to return home in safety. 
Therefore, we.onlf hope, and it is the greatest desire of myself and ah\ my 
'crew,^Itb^t v^e wi If be forgiven leniently by the Government of* the Democratic 
Peoftle' s\ Republ of Korea, . v« . ^ ^ . 

i^Jhe stfa'^tement attributed to Commander Lloyd M, Bucher by North 

Korean Communist propagandists is a travesty dn the facts « Tho^style and 

worcitng of the document ^^rovide unmistakab4e evidence, in thejnse^lves that^^ 

, ^, c " ' • ^ ' ■ ^ • 

tl^is was hot^written or prepared by any American,. , * 
Xhe major poj^at which .this propaganda utterance attempts to make 
is.that the Pu^bto iiad vlollated North Korean territorial waters and was, in 
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fact violating these territorial waters whert the North J^^t^an patrol craft 
appeared* .This is absolutely untrue* * ' •* 

(There follow two paragraphs asserting that the Pueblo's own report 
of her position at the time of capture, as well as North Korean radar reports 
ta which ^e aoparently have access, agreed that the Pueblo was outside the 
12 mile limit defining territorial waters,) 

Tvoical of this propaganda sham is the suggestion that the CentraL 
Intelligence Agency had promised Commander Bucher and his crew *'a lot of 
dollars'* for their mission. Commander Bucher is a naval officer commanding 
a na^l ship and performing a naval mission. He is not -employed by tne 
Central intelligence Agency and has been .promi sed nothing by the Central 
Intelfigence Agency; nor was ^ny member of his crew. 

The entire world learned during the Korean War of .the'^ tactics and 
techniques of Communist propaganda and of North Korean, exploitation of men 
it held captive. Th is ^abr i cat ion is but another example. No credence 
should be^glven this contrived statement. 



t 



Que^tidhs: * ^ 

a. Who's talking? Who is *being introdCiced? 



b.f Who are we^ expected Jto be .as we read sympathetically? 



c* How were the words chosen and arranged in order to make these 
effects possible without physical voice,^ or gesture, or facial e^pression?^ 

— 1^ ^ ^ '■ : ■ 



EXERCISE 3 ' ■ 

The preceding activities have g^en you pra'ctice and experience, in 
determining some of the messages that writing can tVanSmit, other than those 
originally intended. The following activities represent opportunities to 
practice; Id^nti fying your aud.ience, ypur real attitude toward the subject, 
and the type of, persona you wish to assume. Since readers are the best 
judge of what actually has been communicated, use your colleagues^ as « resources 
.in givino/^u feedback on whether or not you succeeded in projecting the 
kinds of njessages. you intended, # 

1. W/fJt^ a memo containing essentially the same basic Information or 



instructions 



0 a parent group, a school faculty, and >/our superintendent, 
Attach- tft^se memos to you^ unit. , ^ 

2. * Read. the following: 

in your position as department chairman you have received the 
followihg letter: 

Dear ^ ' 

^ ' i noticed in yesterda/'s Daily News that Mr, J( wrote a terrible 
|^tt.er to the edjtor. He criticized our excellent President, Mr. Ford, 
and. ins ihuated. that he was corrupt, ^ * 

, ' • ^ ♦ 

, • , 1-7 ^ ^ • ■ • 



^ Mr. X thinks our President and thl.$ co'untry of freedom are not 
gooU.'enough for him, why^oesn't he go to China, where he belongs* 

Anyway, 1 tl/mk it is terrible'to have^^such a man as this teaching 
our yoQng children and passing on his leftist Ideas to them. I have two 
£hildren-In Mr. X's tenth grade class and how can they learn respect for our 
wonderful country If dangerous 'people like Mr. X teach them opposite things 
and-wr-ite lelters to newspapers complaining about the leader of our country. 

Please look into th'i.s matter. , 0 \] be In to talk with you. . 



I ^ \ * ' SiQCerely, 

• . * . . Lee Sims 

* / (a .parent) 



3. Write a reply to this letter. Writ^ a note to the teacher involved 

informing ^him gf the situation; write a note to your principal who also 

» < ■ » 

received a copy of. the letter. Determine beforehand what persona you wish 
_to assume, based, on the three different audiences to vShom you will be writing 
Attach your copies of these communications. 

Ask your colleagues to critique the cpmmuni cat ions you have written* 
.Ask them to concentrate their critique on the three elements of ^persona, ^ 
audien'ce and subject which have been dealt with in *fhis unit. ^' . 

EVALUATION , , ' • 



I., Do the critiques you receive agree with your intent? 



2. Critique three written products you. produced for others' reading 

in^the last week. Critique them in the same manner you asked from your 

I * 

colleagues. • ^ • • • 

3. Ask a sample of the/audtence (for these, three wri tten samples)' 
questions which allow you to find out how the written messages were received.. 
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k." What .remains to be done in Improving your v^rrtten communications? 
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This unit is one in a serieS' which taken together 
with the appropriate management system constitutes 
Competency Based Training Program for educational 
leadership roles. The units are designed to assist 
participants in developing specific'instructional ; 
improvement and .instructional management competencies 

For optimum results this- unit should be used in ♦ 
conjuaction with andaccording to the directions in 
Competency Based Training Program Guide . * 

• 1 ■■ 
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UNIT J > • ' 
INTERVIEwiNG PROSPECTIVE PERSONNEL 



OBJECTIVES -1 • 1 > 

You wi 11 : • ; 

\ 

1. understand the role of the department chalr|>erson In an employment 

' ' . ' i 

' interview. . ' * \ 



2. dfevise an interview strategy for select^ing the best possible 



candidate^ 



Identify speclffc personnel qualities' required for your department 



INTRODUCTION ' \ 

Department chairpersons can make Important contribution^ to their 
system's personnel programs. When the neecT for new staff is determined and 
appl icants *are invitSd for interviews, chairpersons should play Jt major role 
^tpn^ administrators select the best possible candidate for ed<:h position. 

An ettecttve deparTmai^ cha'irperson knows his system, bfs school, 

* * ■ • \ 

and his currrdujum thoroughly', with thl^ fund of backgrouiid .information, 

he can asseiss the potential suitability of applicants for employinent In his 



system « 



the department chairperson can be active In the employment interview 

• ■ • 1 

In many ways. His principal might ask him to describe ^the exacttnature of 

a position and relate It, to the total program of the departmelit and the 

school. Obyious^ly, a department chairperson's greatest contri)>ut!ion would 

( ^ ' ^ . ' . ^ 

come from his speql alt zed knowledge of his subject. ' ^ ^ * > 

Prior. to the Interview, the department chairperson and administrator 

should review a candidate '^s professional background and 6mbloyment quail fir 

cati'Oj)s* He should ascd(taln from the administrator vihrafhis specific 



purpose in the interview wij I be. For exaitiple, is the department head to 
merely observ<5, become actively invotved, ^or lead thei interview? 

During the interview, the department chatrpe^rson and the administra- 
tor should compi iment ^ach other's questions and remarks .to a candidate* 
For exampip, an administrator might ask the chalrper^pn to iTiquire c|F a 
^candidate how a particular topic might be presented or how the candicbte 
might handle a particular class situation* A master teacher tike thej^yepart- 
ment chairperson, who is thoroughly familiar with hfs curriculum may be best 
able to evaluate responses to questions of the above nature. 

Following an interview, the chairperson and the administrator i^hould 
discuss the candidate and, if possible, they should reach a joint decisioif 
concerning Ms suitability. . * > • ^ 

It should be remembered, too, that in the event a candidate Js 
employed, his inadequacies during his probationary period' become the respon- 
sibilitV of the interviewers. All pprties'have an obligation to see that a 
ipandidate reaches Kis potential. - * , : 

'EXERCJSri ' * ' 

1. Your principal has asked you to conduct an ihterview with a new 
teac.her. In column A, list^the persona l^traijts you consider most important 
in a new teacher, fn' column B, teJI \^ you will discover these traits in 
a'^capdidate. * * * ^ * ^ f ' 



■• . J 



2. ^ 



2. 



3. 



3. 



2. Discuss your list with a col league doing this exercise. Where do 



you agree? Where do' you disagree? Revise yourljst. 




t 



^ 4 



1 
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EXERCISE 2 



K What Reaching knowledge or skill do you consider to be of mpst^ worth 
in your slpecific departjnent? Devise a I iVt. of l^ree^questfons that would 
determine whether or not a candidate h^ad that^nowledge or Skill. 



a. 



b. 



2, Ask these questions to someone In your department. Did the answers 
fell you what^ you wanted to know? ' 









> 

























/ 








— : — ^ 


/ 


** 







































• . Pick any course in your departnoent. Assume you have been asked to 

relate the goals ^ this course to the goals of the department or the school 
Provide a brief -^d . simple explanation for the'^cand Idate* 
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EVALUATION (Don 't, Throw Stones) * * < ' 
^ ^ ^ 

You were once a candidate for a teaching position. HoW wouJd you 



have felt If you had been asked the questions you just prepared Irt Exercises 
one and two? ^ /v** 



r 




How do \ou as department chairperson candidate measure up to 
these questions th«^ou would. ask of -.others? 



V- ^ ' ' ' ^ — 

, ' • ' ' . '■ H r-- 

. v- ... 

Note: After you have completed this unit, you may wish to ask your principal 
if it would -be possible for you to "sit in" on an interview of a prospective 

- ^ ■ .■• ' V ■ 

department member T . * . *^ 
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* 'This/uni t ,is one in a; series^whi'ch .tak.en together , 
^ w>€hi the -appropriate management* system constitutes 
"?W^mpetency Based Traininci Program for-edocafTondl 
leadership roles,. The^ gnits are destgneil to assist^ 
participants in developing specific insiructional 
^improvement ^nd ^structional managemer/t ^cojiipetencies. 

For optimum results this unit should^fl^ used in, 
conjynction'wiih and according 'to th0 directions in 
the Xonpetency Based .Training Program Guide , 
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UNIX " 

I 

fiEW. TEACHER ORIENTATION 



OBJE.CTIVES 
You wiJ'l : 



r. understand the role of fhe; department chai.rperson, hi the orientatiorn 

• ; ' ' ' 

process ♦ . * . ^ * ^ * . 

2. design an orientation program for new members^ in your dep'actment.. 



3* relate the school orientation program to the departmental orientation. ^ ^• 



INTRODUCTION 



• 4k « 

. 4 



The department cha i rperson ' sl job" i^ just beginning 'once the 



employrpent interview has]. t.ermlnated arid' the* cand idatfe accepted* The;clta\lr- 
person's jpb is crucial jin helping odw teachers over his first frustrating 
months. • '^His expertise ps a master tlaciier as well as his self-assurance can 
help impart* a sense^df security and a 'calming attitude to the new teacher/ ' 

With the orleritation of neW teachers approaching, the chairperson 
may have as mach as a "ew months or ^s little as*" a few days ,ta help prej^are 
' c newcon^s Tor, their dutiefi. He fnust realize that If he wait^ unti l the qpen-' 
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ing of.Sjfhool or^juntil 



the work days preceeding the openingqf school,, that 



both his classes and. the new teacher may suffer from insufficient preparation. 
EXERCISE I 

1. Read the foflowing article . from Michael Callahan'^' The'^f fecti ve '* 
School Department Head . 

administrator ask his depar^tme*ni heads to do to assist * 

*' ' , 

in orienting^newly-empioyed teachers? An effective school department he^d 
begins the work very /oon after th^.new teacher's contract has b^eff ratified 

Is 




by the district board of tru'^tc^es. A*good Pirst step is a letter sent by. th 



chairrfian to the Jiewcomerr, corjtaining the chairman's v^dom^ his assurances 

that trte department f.s looking forward to knowing ^d Viking wi tt| the new 
> M • * \ I . ' ^ ' 

man,*and his offer of help'in finding suitabTe* houiirtg,, etc., 'In the- new 

'community. A personal gesture such as this can dolmuch to encourage a new 

.teacher and to make him feel that the coming procesi(^f/feadjustment will be 

a pleasant'pne for* him. ' . 

In^.addi tion, the department head's let'ter';Sbould ion.f,frm the exact 

schedule of classes which the new teacher wi^lT be assigned when ^school . j)pens • 

Thei chai rman* should qlso ask the hew. instructo[ to preparer .pre Umi nary .lesson, 

plans for these classes during the summer and to have these ready for. Tns^c- 

•f ' ; ^ ' . . ^ ; * . 

tion^before the opening of school. Final ly, *tfhe chairmari should certainly 

include, wfth. the Venter any materials which would be u$ef4t to the* new feacher 

as" he prepace^ for his n^w assighment. Mater*ials whicn are appropriate to 

jend at this rime i<nclude the following: . , . 

Department courses of study 

\ * V. 2.*- School' or departmental* poj icy statements relative to 

' stj dent grouping, gracing, discipline, etc. ^ 

3. Li ts of books and readily^ available instructional 
re i^ouries '|uch as records,* tapes, filmstrips, slide?, 
. -moiels, etc.% within the school or department 

A beginning teajiier must receive these du^jnfi' the spring or'earl'y ' 

summer if ti^ey are to befjse'ful to iji preparing for his .coming" assignment • 

If they are* presented to'fim in one Jarge and undigest^ible package on t^he day 



before ^h IS classes 'begin, 
f.ul examination^ which the^ 
(XUring t,h& «si/mmei 



he Will have no opportupity -to give them the care- 
require.* . * . 



, the departfnent head should keep, the new teacher 
informed^.of any facts whiA affect his assignment or the preparation of his 
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lesson plans/ There should be no -unpleasant surpri ses awal tln^; the newcomer 
^-When he reports for di/ty in th/lfalli 

. f The department head should also'be tlirected to meet^wlt^ his new 

*A ' * ^ ' - 

' jteachers before the opening of school in the fall, to review thei r proposed 

iesson plans and to ^sv/er any f lpkl questions .whfch they, have about the dis-- 

trict, the scinool, or their own individual situajrons. The' author knows from ♦ 

experience that these queries, may cover topics ranging from attendance* proce 

dures Withia the school to the availability of health insurance or even the 

■quality "of food in the school cafeterial An effective 'department head recog- 

ni2es that he performs a valuable service for his school by inviting and , 

answering questions of such nature, fhe teacher with unresdived problems is 

not as good a teapher as he mi^gHt be-^ and. sometimes the most innocuous qijery ^ 

• may be a prelude to a serious discussion. Admlaistcators should understand 

that new te'atjje/s are often he5i't;.ant to brjng thei^i personal questions to 

them, and so department heads must be alerted 'to their responsibilities i^ ^ 

this rather del icate aVea of tMcher orientation^ ' , ^ ,^ * ' 

». • • ' . . 

During the initiji series of meetings In the fall, the chairman J 

should also be gui^ed&to looK for ways. In wbich he can assure the new teacher 

that heMS a'valued addition to the school and department* One policy which 

« the author has found quit^e effective and there foVe recommends Is- that new 

. ' ..'^ teachei^s be 61 lowed* first' choice among instructional Materials aval labile to 

instructors^ in a department/ A new. teacher recognizes that he Is, an important - 

nfefriber of the team.when he see^ that tie is not assigned leftover books, for 

example^ and that even the most senior members of the department (always 

^ ^ ' Including the chair^mc^n himself) will Adjust ttteir owg preferences to suit hTs 

^ plans* Ffom thls^ he exper'iences a sense of worth which disposes, h-lm to db 
'"^ . ' . • ^ . ^ ^ ^ ^ " ,/ 

J • his best to live tip to the high expectatlohs * that. hTs, cbHeagues hav^ of him. 
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The orientation process, is not completed with the opening of schoql^;* 

Throughout the year, chairmen should be asked to meet perlodicaljy with their 

new teachers, to discuss school *aod departmental poljicies and practices. 

Some of^the items. to he considered at thdse meetings might be suggested by 

schooj or district adm^inistrators, to suppJement the information^ which ^they. 

present.Jn their own orientation programs. Other topics /^oulq come from \ 

' . . " ' 

exjJerfertced* members Qf the department, wh6 should be Trtvited .to join^the.imeet- 

Ings as resource p^rsOns^ or fi'om teachers^ in the^aepar tment who were newcomers 

. . ^ ^ . . ^ > 

themselves or\l^ a year or two earjier. Of course, jdditiorjal subjects to ^ 

discuss should be suggested by the new teachers themselves; th'e effective 

depaftrftent head ' invr tes ^and welcomes such cooperative par*tic}{>at ion.-' 

2. 'Yoa are wri^ting to a new person in your department. In addition ^ 



to the' items CallahaY) suggests be included;;^ what itejns from your schooTsJ 
be included"? - " . ' . . • 



shinild* 



/a. 



b. 








4 

X C. 


> . f - i 






d. 








' e. . 








f.' 




f 

1 





Do you agree with Csrl I'ah3rt's* rd^t-i.onale that new teachers »shou Id 6e 

X '/ ^ ^ < • ' , ' 

al lowed,.f irst choice. 6f,,instrvctC<ioal materials? Talk with other members of 
your depaftnjent. How Wo they feel about thj.s7, • ;' 



£X£t(CISE 2 * , : * " . - ' . . . • 

J F.ind-out how your school orient^ its pew' facuj^ty , Is the job being 

• • • « • - ' ' 

^ione adeqyately? As 'Jep'^rtment chairperson, what additional information and-^ , 
act Wi ties 'can you add part icular 'to oeW membeVs of your depart^tnent? \ 



EVALUATION 



K Based on the* above inf,ormatioa, outline ^ plan for a half day.. 



orientation workshbpC 



\ 



2. * Critique this' |ilan with- a,*col league. > • * 

3. S.ubmit this plan to your priadpal as a suggestion. for next year's 



orientation.: 



^ 
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Jhis unit is one in e series which taken' together 
with the appropriate management system constitutes 
^-Competency Bas^d training Program' fo^r e'dicational 
l^adershi^} rqles.- The units are designed to Ssslstf 
particijiants o'n developing specific, instructional 
.improvement and Instructionajl management, cdijipetencies 

For optimum results this uni*t should be used in' 
•corvjunctiori with and according to the direction in 
. the Competen^cy Ba^ed Trajning Program Guid^c * , 
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THt MASTER SCHEDULE 

OBJECT IVES <' • V . 

You will: ^ ' . , • 

1. become iMii 1 iar with the types- of schedules that are used in the Anne 
Arundel County SchooJ System, , . • * 

ti 2., be able, to identify the type of schedule that is utlized in your school. 
3. be able to determine what types of information are found on the master , 
schedule. ' " 

INTRODUCTION ^ , 

^ ' - \ 

The master schedule is the foundation of the secondary school. As the 

blueprint, the mas.ter schedule provides a vast amount of information about the ^ 

% • * * . ' ... 

school* The m^^ter. schedu le will reveal a school 's .rationale concerning grouping 

class size, and the breadth and depth of the curriculum. In summary, the master 

schedule repr'esents the best efforts of the principal and his staff injjbringmg 

* • 

-teachers, physical faci M ties, .students, timev ahd materials together for tf^e 
Igrea^est possit^ie.effectivenesSi in providing an educational program. 

An effective department chairperson should be farjUiiir with the tirpe |of 
scheduling tl\at is. usied in his school/ There are sev'era 1 . types of schjdures that 
are used in Annp Arundel County: block schedulinjg, flexible scbeLdul^ng, and 
variable or Qip4ular scheduling, 

. Block Scheduling ' ^ * 

The schedule most frequently useS is the block schedule. The 
schedule involves assigning ^ specific class to the same time peri^dleach day for 
a s.)Bt period of time. Students irjlay be scheduled into these classes ^ omogeneously 
or heterogeneously. A typical seventh grade sectTon that is block scheduled 



may look like the following example: 



3ectToir7^r 



Period 


Mop. 


Tues. 


. Wed.\ 


. Thur. 


Fri . 


1st 


■ Art 


' 1 
: Art 


1 \ 
j Art 




1 

; Art 


2nd 


Sci 


< Sci 


1 

: Sci 


\ Sti 


Sci 


3rd 


j So. St 


' 

!so. St 


^ r~ 

So.. St 


1 So. St 


So. St 


4t.h ' 


: Math 


— f — ^ 

' Math 


f 

1 Math 


:\ Matji 


Math 


5 th 


!' Eng 


—r — 

__ing_^ 


' Eng 


1 Eng ' 


' Eng 


6th 


I.A. 


P.E. • 


■ 1 .A. 


P.E. 


' 1 .A. 



The type ofUeaching that takes pl.ace can range from the traditional to 
injdi vidilal ized instruVtion depending on the school's staff and* phi lQs6phy, .Block 
scneduil ing can be done\on a larger scale whereby 125"I50 students are assigned -a 
specif Iclsubject ai a specific time to three or more teachers. Further scheduling 
of slitudents is then accomplished by that team of teachers, Again> schedul ing**can 
be done b{/ hornogenepus or heterogeneous grouping. 

^ ^ The block schedule can be found on the high school level as well/. Norm- 
ally, the\clas$es ar|e locked into a 'specific tinie slot each day for the duration 

a tull year or a semester. Most high sohools allow. the 
tudents to choose the time slots for their daises. The new open-*space secondary 
s^chools will allow mc^re flexibility to block by large groups, ' 
I . Flexible Scheduling • * . 

The flexible sahedule can be* defined as a m'odif [c^t+ortof the block 

■ , \ \ "* " 

•schedule. The*use of double periods of time for particular classes such as 



of the course,, be it 



"sciiince, or the addition of rotating periods may^^b^-^a^^p^cts of a f lexilrle ^sche* 
duj<;. Educators, tend to use this^^teflifwhen referring to'aay change or deviatiop 



froni^the block schedule. 



A typical seventh grade^j^xr^nki^^ flexible ^chedule^^^y \look 



likel>the foM owing pxample: 
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Section 7-1 












Period 


Mon. 


Tues . * 




Thur. 


Frl. 


1st 


1 — 
Art * 


■| ■ ■ 

' Art 

-A — '-^^^ 


Art ' 


* Art * 


Art 


2nd „^ . 


Sci 


^ "» 
So. St 


Sci 


So. St 


. Sci M 

' 1 1 


3rd 


...i 


Math. 

'V . - 


i ■ 

- - o, 


Math 


i,j 


i»th 


So. St 


; ' Eng- • 


So. St 




So^S^ ! 


5 th 


Math' 

- - .• 


P.E. 


Math 


P.E." 


MatK 


6th 


Eng 




1 Eng 




Eog 1 



Variable Schedul ing 



The var^'oble or modi^lc^r Schedule allows for more flexibility in student 
progr^rhs. A modular schedule enables the administrator to schedule classes for 
different* lengths of timp. English be two mocl^les long, while chemistry br 
physical education may be three or four modules ^ong. Some commo*n ch^acterls^ 
tics of the modular schedule are:l * ' \ ^ ^ ' ' 

"a. There' is no' standard "length for all perlod^s. ' , 

* b. Students may not be in formal class arrangements fo^'al 1 ^rhelr. 



wee4cly' l^earning experiences. 



c. A student's schedule |nay not repeat itself/every day as in 
^he. block scheduler • " ^ * ' 



d. Teachers may meet students- in both -forma*! and ffhform^al 

groupings. • . vl . ^ v '-^ 

Several seventh grade classes with modular schedules 'may ha ye. a schedule whlcK 

' ^ « " I ' ' ^ ^ ' ' ^ r 

looks like, the following: • I ^ - . , ' ^ k 






3 


5 


6 


r 


8 ^ 9' 


10. 


I) 


12 ♦ 




^ Eng 


i 

Math 


Science • 


P.E. . 


So.St 


Art 


^ ^t 


So. St 


Math 


Sc 1 eri£e 


J 

Eng 


' P.E. . 


Ma^h 


1 

Science 


So. St 


^rt i 




• 1 

P.E. \ 


Eng. • 



300 

L-3 



. ftost nigh sch'ools have the. mdi vLilual i.?ed"type qf s^^hiji^jhe. Jn this 
Situation a student allowed tq choose sifejecUt or cpjiics66 that arc 
of i^nportancc or interest to him/ (TJiis, of course, Jsr^s tripled .ieflfewhat,, to^ 
credits needed fol- grad,uat'ion,) Individualized schqdul'ijng can be accompt IsHed 
in'just about any, school 'setting whetjhAr Lt b# traditional or. open space. An 
individualized program can be utili2;ed with any type of master scjhedule, whether 
it od^lock, flexifcjie, or variable. 



tXtRCISt 1 ■ • 

Every school has some, type of master schjyiule that is displayed in one 
or botn of the fol Ibwing ways : (I) exhibited on a pegboard or magnetip board, 
and/or (2) written on paper, possibly broken down by departments, / 
- * Examine, the master schetiufe for your schooK Consult with ah admirtistra- 
to/ for an expl'anction ard rationale of the master 'schedule* Once you have gained 
an underst^dlng (»f^the f|iaiter schedul^^, .answer th^. f-oHowing q jest ion: ' : 

v/hiat typi of mdstifr Schedule does yduc sqhool have? (block,, floxibt^, 
y^riabJe, mixtuce, ett.r Be sijre to mentioc9W)e diaracteristics found with eachr 
typ^ of scheduling to justify. V<>ur answ.er*. • " . . ^ , /' 



EXtRCISE 2 



/ 
f 

I 

l 



The master schedule can tell the observer many things about the schoo-1. 
Can yoq list or name the types of infQrmat.ion thafx^n be found on^a master 
schedule? Use your schooT'S mas tejr schedule as an exami^le. 



t 
















1 ^ 


■ \ . 










<• 
































/— 












■4 











'i 

when you'have compiled 'your list for Exercise 2, check with your 



/ ■ - 

<princi.pal /fo see if 

■ . • ' |/ ^ 


you 


have omi tted any Tnformatfon. If so, include the omis- 




sions beljow. 












1 












i 


■ »' 1 1 — ~ 


• * 






V 






■i . ■ 




V - ■ 








1 .;| • . V 1. 
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EXE'ftCISE 4 (Optional) 
. r ; Team with someone from another, schoqi. Compare Inoaster schedules, A 

. Identify the Hype of, master schedule ufed by the other schoqL. List how it Is 



\ alike ©r different from 'your school's master schedule^ 

. . • 303 
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EVALUATIOU * ^ . ' - 

•Heyiew the different types of schedules described it} this\unlt.^ FrPbm 

. . • • ^- ' ' '-^ ^ ' V 

the knowledge you have gained-, some o'f the advantages and di saovantages of 

tjfie. thr^e. \ . ^ n . • . 

1. B.lock Scheduling • * • . , 







. 1 ^ 






^-r ^ ' 




... . . " \ 








A • 


' .V 










\ 
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2. FlexiBle Scheduling 
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This untt is.one/in a series which taken together * 
with the a[3propriate ma'nagement system constitutes 
a Competency Ba'sed Training Program for educatiqnal 
leadersjijip roles. The units are designed to. assist . 
"participants irt developing specific instructional 
improvement and' instructional management competencies. 

For optimum results- this unit should be U5ed ih\ ' 
conjunction with and according to?the direction^in 
th e Competency Based Training Program Guide , 
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THE DEPARTMENf -SCHEDULE 

OBJECT? VES •' • ;.. • ' /■ V 

rYdu will: • • ' .. . , ' < . •■ ' . ' 

1. be. able to determine-* the room needs of a department. 
2..^ be able to construct a department schedule; 

3'» be^able^to estimati? thp njjmber of teafchers needed for a department* \ 



INTRODUCTION 



tt is still typical In manV* schools for a cUssrobn| to belong to a 

particular teacher. When th^re y^ss little growth in studen^ population and 

' . " / / / ' 

adequate space was available to accommodate this .growth^^jlttle attention was 



/ I ' ' ' ^- / 

paid, to room uti 1 i^zation. With^the rapid expansion of the student population 

\ • . * • V ^ " . 

and thp^demanvl for school, dol l!ars to go further, classroom utilization has come 

t - _ ; , . ' . * " 

under 41 ose scrutiny. With ths increase of students came the incirease of tea- 
ch.ers. jMany scnool^s today have a situation where there are fewer classrooms 
than teach^ers,^ Under these conaitions other arrangements must be made to accom 
modate the"^ Iftiba lance. How the^g rooms wH I be utilized wi U depend, upon the ^ 
department cfiairperson and the principal* Consequently » it is necessary ttiat 

department cha^* rperspns have some idea of how effecttve clas$room utilization , 

* */ 

Can be achieved^ ; . ^ 

Part of your instructional responsibility may involve the assignment 

of teachers to^classroqfns. If, your dep^rtmen^* Is faced with more teachers than 

♦t; . , \ . . " ^ ^ . - ■ ^ ^ _ ^ ^ 

rooms, the problem arises as, to how the available yooms.wHI be assigned^ 
Furtlie'" problem^ inay arise if some'qf the rooms al lotted to your .department ar6 

loca^tied In Ifiss dfes^lr^able areas of* the scihooh ^ow yoij are fble to .handle, room 

' . . '^C ' ' ' • . . *' . ' ' ' ''^^ 

assignment^ may affect the moral^ > , * 



1/ 



* I.XERCISE I s 

,Ttve det^rnvj nat ion as to whether or not yqui* clepar^ment has enough roon> 
, ' • ' * **- * 

to accornmodate its tdachens can Be ^.rVived at easily when given the fotl^low-sng- 
• * * ' I- 1^ 

(^rmpl i^fgd) 'informat iont ' * . • ' 

T. >Jumber of periods: in a- day^-^ -6 . 

**2. MumbBr of classrooms ayai lable'' - k . . • . 

' 3.,^ Number of teachers in dept. \ ^ , ' • 

... . ^. Teaching periods foi^ dept. chairperson 3^ '\ ^ "l/ r' 

* *^ , . ' ' . • • - * * o / 

'5. ^Full teacher load per teachj^g -s. ' 5 ' ' " -^-^ . 

The first step would be tjo determine\how many teaching periods there are 

in your dep.artment.. This Is acq^pljshed by multiplying teacher load per teacfjer 

(5) "by th> number bf teachers teaching a full load (4) plus the number of teach- 

ing„ periods less thaa the full load of five, siich as^ the department chalrper^oij ""^ 

i iSU Sample:/ (Sx^f) + 3 = 23 ' / ^ ^ . 

/ ... , • .a i * ' . ' " 

yThe fiext step would be to finli ou^ hqw many classrooms- are availat^le. / 

This is *determi ned by multiplying the number classrooms by the number 9f 

.periodSMH thevschool day, (6). ,Samj)i|^e: ^x6*-=^ 2^' ' ' ^ ^ : , 

, As long as the teaching periods in "your depfartment (23) ?s equal or less 
/ . • , ' ' / • \ " \ / < 

than the totaT aval lab le classrooms (2^),^ there is.Jlttle difficulty for t'he 

, department chairperson and 'principal to schedule the department. - ^ 

If the princips<r requests the, department chairperson to submit a tenta- 

tive robm ^ssig'rlment given the information above, your department sdiedule inay. 

look some.thing l.i.ke the f^oUowingt ^(see fjol lowing page) 



Department Schedule 



Clas^r^oms •] .102 ^ 10^^ 
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' .Code: Teachers A B C D I 

' Depai*tment CJiai rpjsr^on pC 

1 ' r 

. ^ The department '^hjrdul^ sliawa^abov,^. only, one of many cpfnbjn^t lonis 

that can, &e'*^rr/i ved at I The departme^n-t schedufle is Influenced most '3>y how , the 

• . * ' ♦/ ' * ^ / ' ' • ' 1 

master schedule is^set up which, in tyrn, i s/i af^lueCic^d by student regijStfatlop. 



I.^ Giypm the following Information, determine if i t , i« pos^lbfld.' to constr'uct 



a workable, dep^artment schtfdulye: 
"--•^ ' a;, Number of periods in a day 

bV Number olr c la's s rooms available 10 



T 

(c|. . Number <5 
Teaclji^g 
e.; Fijll tea 



■ teachers in^ your dept. 11 " / 
perfods f on department chairperson^ k / 
c^her'lpaji perr. teacher 5 



Use this space fo-f, you H computations . 
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2. Use the space bej'Qgf'n'o construct a department '*sCh^dule; ^./Vr. 



' I "Jt^ Af^ter\complfeting the aJbav<5*problem^ pl^se.'comment\oh thte ^,ol lowing . ^ - 

questions., 1$ ft po5S ible. tQ develop a department schedule g^fvfen th6 abov^. irtfor- . 
. • - ^ •fife^tpnl. .Wjja"t problems *d id* you encounter in construct ing ,±he depaVtrftent* schedule?* 
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^ - " " . , ^ '.""Unfgrtunatefy^ the /efxampie' and problem t<>und in Ekdij^c,f;5e. T rt'ay, -nQt fct^i* a ? 

typlqat. 6l tuition in/some'.6f oOr schopls^. When the^ teach I ng.pi^hlpds fn a*,dfspafrt,r.., 
. , tnenl are mo r^ tlian*the total available classrooms, ypu .beg frf. to have 

.f5ri9,b'lems, not^ only *for ycyjr,departmefft; l^u^ *fOP the .wfiole, school There' aw ja' 
^,auh>ber of way$ that schopls have tr4erf to rpeet^f]}s problem. , Some, of . thje^e ways ^ . 
. * jnclude*.the,utl lt!featlon*iif thci library* cafeteria, ,rfnd QVassrcJomjs ^from ath^r 



departnents. Team teaching fias been used also to effectively utilize space and 
"teachers. .Open .space^bui Idings have helped to make more effective use of^space. 



, ,.;The/ number of 'teachers assigned to a specific school is determined by 
•}**..'* ' * ' ' *<»« 

•'the 'studertt populatiort. fn turn, the^'nfimber of teachers assigned to a department 
» ' . • . . , >' 

^*is determlrted 'b'y 'student,, registration, 'it is the registration figure which *ls of 



* , ..most yCo.n^^em to the. decartrpent chajrperson. The number ofl students who register 
caniJnf luence . the .sizei of a department on a yearly basis as well as on a semester 



, * ^ J / ; To determine how manV teachers^are to be allotted/ tq ia .department you 

• ^Vi^if' rtJlfS-t.v.^^ve^.the tota^l , number" of studenjts that» have reg,i5t,ered far course* in your 

det)artn1ent. Given the follow! ng*^ (s irjipl i fled) iT^J&orjnat ion you p^n estlrfiate the^ ^-^i-.*- 
number of teachers needed for ybun d^p^rtmentl 

. ■ ./• r ■ • : .' - 

Geography ' , 210 . v - - 

U.S. H.isto»-y. ' *280 p ■ ; ' / - ' ' 



t i V fc^ 



^10 




J: • ^ .Maximum aC lass -'^xl^e 35.,. 
. ... ....... 8y 'di.y,Kdi ngi'the'*taiaKqumbe^^^^ Students who.reglsteri^ for ^each subject 

area by: the maxunum. <;V^s5 s i ze-^we are abl^tto get^a fast;.ahd fafrJy accurate 
Goiinj of the iiumbep ,oT"/cl|a5ses Vicedd^rfoV ^each department 



• J; ^ Geog r a^hy ! \ «^ 

. ' - v ■■ 270 ' . ' 



^ U.S.f History 

' It I' 



Civics 



: ■ 280 .. 



35) 2101 
. .210 



i \ total 'tKe niAiber^ of ■ classes (6'.+ 8 + 6 » 20)", and divide this total by 
• the max i mum. teaching Iba^J .(S-. periods) 20 f.5. = This will give you the total 



^Tiumber of -t'each.ing' posiJt ibh^* needed,' 
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If* the \drt)inistration rs able to allocate mor« than four teachers for 
your department, this* will lower the class size/ An example would the addl- 

1 ' ' 'y ^ ' 

extra teacher or a total of five te^ch^fs. Class size would. thus be 



tlon of one 
reduced: 

eachers x 5 teaching periods = , 20 teach44^q^er lods 

P)hs k additional teaching periods \ . * 

^ ^ , * ^ 25 tbf&l 'teaching .per ioJs 

' . ' ^ • , • • * • 

♦Total studewts Z-IG +,280 + "210^=700 r'zk teaching period^ will give 
you a maximum class* size ,of Z9. I . c. * 

. Ir, the maximum class size I's 29, we could determine the number* of 
teaching tfosi'tlons needed for feach sjubject by computing the followinc 
■ GeAgraphy . • ' . .• l).^ jHistory " Civicis 



.Z9)'JTq .: ■ , 29)"#^ P * • 29)TlO' 



.203,' 



•203 



r 



The administration "Kas jthe^ resRonsibi I ity of.decidin^ how m\any teachers 
af-e asslgoed to your department. Before the principal decidesl on the needs of 
each department^ he must^take into cons? deflation the fol lowing! 
t a* kotal school population 

b. f'esujts of student registration 

, ^; . ^ ' * • ^ 
• * "* 11 

' c. recommendations of the department chairpersons 
' te'dcher allotment fjer 1000 students * 
• I / e. strengths and. weaknesses of ^programs v 
I K Given the fol lo^wing* information, you are to determine how mafty teaching 
period? are needed for each subjiect/ Assume that all subjects are either one 
q\ two semesters fn length. Alldw at least one additional period fpr the 
ddpartjfnenti chairperson. 

*The additional period is allotted to the department chairperson 

- "312 . . - • 
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'A^o'rican Gov<»rnment 
Introduction tc/ Sociology 
Qhi Id PT^ycholoqy 
•''U.S/Hjfstory' 
• M$§ximwh class size 




l68 studbnts 
92 students 
]]2 students 
3^0 students 

30 students 

/ 



V 



2t Obce you have determined the number of teaching periods, find '.how |many 



teachers will be -needed to cover all class section^ 



\ 



EXERCISE 3 



TKIs exercl&e wijl encompass the 'previous' two exercises. You w j 1 1 want 
^ f 

to coftsult these exercises as you do Exercise 3. . * 

1. Given Jthe following information, you will be able to estimate how many 
classes will be needed for each subject jn*' your department* 7^ 



World, History 
U^S. History " 
Introduction to Sociology 




3i8 .students 
» 

480 students 
120 students. 
261 students 
100 students 
25 students 



2. After completing the above', you will then be able to estimate thesnumber 



department chairperson. * . 
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3* You. next step^is tQ >determi^ne f f V^Jj^epartment enough roomsj to 
accSSInoSate^ * fVi , ^ The^;d^ta ,you .wl:M need is as follows: J 

\ \v Number of periods, in the"* Scfiool ^day - 6 ^. ' ' ^ 

; ^ '/Number of classroqjfis* avaMablfe^' \ ; • 8 ^ • , 

, ^ Number oir .teachers ffi^your dep^artment • 
Teaching periods for^ th'e^dept. ch. 
Full te'lfcher, Joa6.p^f teacher 5 >. ,i 

. i ' . • . '. . . • 

From this information, cbirt'Sjtruct: a ^wbrkable .department schedule on the, fol lov^^lng 

■ page. . . i - 



N ... 
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EXEKISE U '■ 



\. This exercTse Is very similar to Exercjse 3# Follow thg sam6 steps as^ 
you did In Exercise J only apply actual figures Used to develop your .dep'artment ' s 
schedule, Ygur finished project would be d department schedule for your sdiool. 




.:4- 



J 



s 



•4 




N/' 



* ' ' ' ' . « 

Whtit problrr.is (fid you '^fenc-ounter* in developing the department schedule? 

Consider bome of the following:, teaching spedf al i*tJes , specialization of'fadili- 

I . • 

ties^Uime patterns / students' abilities, personnel needs, et'c\ How does your 

^schedule differ from the department's acftudl schedule?. 







.Is 


T ^- . . 










J 



\Ask your principal or someone who is knowledgeable In developing depart- 
C ^^^^ schedules to clritically anajyze your ^schedule* From this critical analysis^ 

cofwient on hpw thisj affects or changes your schedule. 
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/ After completing Exerbise you may have realized thai 'there are many 
iways to develop \a department schedule. The exercise you haveji/st completed Is 
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This unit is one in a series Which taken together 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
leadership roles. Thejunits are designed to assist 
participants in developing specific instructional 
improvement and instructional management compete-ncies, , 

o 

for optimum results this unit should be used- irl 
conjunction with and according tofthe direction in 
the Competency Based Training Protjram Guide > ' 
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UNIT. N • . ■' 
• * SELECTING, PIANnInG, AND EVALUATING MY USE OF TIME* 



■ t ■ 
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OeJECTIVES , ' ■ , 

You wjj f J 

1.^ accurately record^^your on-*job performance on»the forms provided in 
the sequence;* ^ ^ 




r tjme ,use 



2. determine and assess the performance priorities you set in your use 
of t ime; * . . ; ' 

3. identify reemphasis needed and describe a cJ^ar^ 
u^* consistent wjt.h new prior i ties; • . f ^ 

implement, and evaluate the success of the new plan; and • \ 
5. plan, implemeRit, and evaluate further changes to reath new priorities. 

INTRODUCTION ^ ' , / . . ' ' • 

JDepartment chairpersons spend' their professional tlni^ fcn a .broad 

range of Activities.. How-^ broad ^th is rangeMs often corties 3S a s^rp^is'el ' 
.By keeping an apcurat« recoW of your befiavfor for-a significant period ofX 

time, ^ypu wj 1 1 haye a, bXtt^r b^s.i s uppn wht:cft 'to Judge whether tliere "are ^ .'^ 

significant chianges yo^ wisji to malce iVr your operational role. 

Of*coursej, we have, some pri-or ities' jwe Vec'ommend in t^me usej ^.but w4_ 

are most inVeVested . In your con s.c loudly using "your titue consistently with 
. your expressed valiies. Part of ^youij- deai.slon-mafe.ing as a jfesult of this \ 

activity majy jilso be to change yourj 'Values^' to be\cpnsispntc»^I th your time/;' 

use? 



^Thii-u^lt 



Is adapted from Champagne 



and Morgan 



Fill in the following chart by estimating the percentages of time 
you spend in each category of your job. 



Chart A 



CODE 



CATEGORY TITLE 



EST. % TIME 
IN THIS CATEGORY 



U (I •OCf\) Individual Observation of a teacher 
or classroom 



Tt TTTfTcTJ Individual Conferencing with a teacher 



3. (P.G.TJ Planning with Groups of Teachers or aides 



IT. {H.TJ Model Teac> ^ing or assisting with teaching" 



Writing memos or reports 



R. K. ) 

m 



Record Keepi.nc 



Telephone ca\l Is 



8. {P.P.) Personal Planning by myself 



% (M.AXJ' Meeting withWea personnel 

(other than 'tea chers or ai des) 



^0, 



D.mJ Distributing Mdter4-a^ls 



n, 



Teaching your'^awn classes 



12, Hb) 



Other - bf^ak this category into 
specific soib-categories 



EXERCISE 2 . ' 

Chart 1 which 'follows has been designed^o record the actual , 
activities in which ^tie department chairperson ^s been engaged. The chai't 
should be completed by placing a check mark in the appropriate column Ci.«*» 
planned, unplanned; seKf-rni .tiated, or initiated by others). There are two 
exceptions to the general format. These exceptions af^ in columns 11 and 12. 
Column 11 should contain a number, and column 12 should Include th^ ^ppropn- 
[ate letter {s). Th^ system that has been developett to code responses dan be 
found on Chart, A (Exercise 1)/ Chart I should be used for ten consecutive 
.<Jays. . (Xero^ additional copies as-needed.) At the end of the tenth day, the 
forms .should be tal 1 ied and ahalyzed. (See later exerctsfes.)^ 
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fcxeReist-T 



, a. Thi% activity asks yoa to* sum the total number 61f quarter hours. 



^ftror'cled on Chart I, spent in*each category of behaviori Ypu wUH change these 
quarter hours into a percentage of the total tffnft.you cjtar'ted, 

4^ ^ 



Chart B 



•'HOf£: Chart B would be §lmi<!ar to Chart A, It would have an addirlqnal 

column that request^ the total number of ^quarter hours ^in a pa>ji^lar 
* . - category 'over a fen^ddy period 



feAJEGORY TITLE. AND cOdE 



.TOTAL m. OF ^ APPROX. % 

IN . OF TIME 

THIS CATEGORY 'IN EACH 

OVER 10 DAYS CATEGORY 



VI. (I.O.T.) IndividuaJ Observdt ion ■;o.f a 
teacher or classroom. 



(TTCjTr Lnctividual Cortterencing^ wi th 
- ' ' ' a teacher, » ' * • 



•4 3* IP-G-TJ 



Plannin^lwith Groups of,\ 
Teachers lor Aides 



"X. (M.TJ 



hlodeling, UTe^chiDg or 
asststinglwitN teaching" 




2^ 



WHtinq memory or reports 



' 6. MK.RJ Keeping rec&rdi <^ 



7, (T) 



Teleph 



ii;s 



8. (P/Pt) " Pgrisopa\ pi Inhi'qcr by myself 



Maeting\y^ t^l district personnel 



9^ 



(D-.C,M. 



10^ 



fiesign aljiX construction of^ 
V ^ jnaterialsN 



l U. ^vSitenraveMigg ^ v 

jzj (P/l .T J.-) ,f Vannjpg in-service traini ng r 

^ »uijWh *fp;sV»h#»r^ And aiHa^ ■> "-^ 



1-3/ (C.l.T.T.) Conducting irt-servlce tr^ inl|f)gv'^ 
wt th »teichers and aides 



D>MO 



DistrKbuiting materiaJs 



15^ (0) , Other break .-thfs category " 

into- s^pecific stfb-categories 



Total number of 17A hrs* recbrded 



2. The following Questions, wlli hc/ip you arialyze the 'data you col fee ted ♦ 

a. What significant dl f fcSren;des dp yo;a sec between your estimate 
and what actually happened over tl}e ten day/s? 



-r ; : 7 ^ ^ 

' b. tfroup I tems 1-^ on the chart ^and get a total % of your time in 
direct helping^actl^vl ties with teachers. / 



\ c. Group Items 5-9 on the chart and get a total % of your time In 
general office and maintenance work. 



d» Is there a significant t of category 



Lrv'\2 I 



tems? 



.: ^ e* How much do trust the data you have recorded over the$e 
ten days? (Is 1 1; repi^esentStl ve or spetlal? How often do Special (lays ' 
occur?) ^ • 



^ f. What ^ of.tfme Werfe your act rVitles planned and.unp I annei(7 Do 
. you wrsh to chcihge th]s ^? . ... ^ / ; . , 



7->v. r g. »\*hat .'^vof.ypur, activities were, self-initiated, and* whi^.t^ other 



ih, ^WHat ^ of your tasks ;vere ^bri^l^^ aifi what % (jf>corDple/ted?. Why? 



I / » Wh-at ^ of your tasjcs •vyeV^ interrupted before com^'letionJ Dp yoi^ 
tip change this %t ' : - \ - ' * / 



% want 



-ft- 



' : , t ' ^ ; r- 4 ^ 



./•^VALUATION , 

— ir-i^m- * 

, , ^ Ide.ntrfy the changes ytou woulrf^'l lke tq make *ifi the' emphasis yout 

- ^ -.5,, • % ^ ■ • ' * ' '-"^ ^ < 

jbb is receivings What are they? Why do you wlst> to maV^ these changes-? 

How /Will you tfegin makinqf .these changes?', m : V ^ ' ; 
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UNIT O 

.DEPARtMENTAL FUND? AND EXPENDITURES 
' » - • > 



If'/. , 

■ERIC ' • 



Ann? Arund<^I County Public Schools 
Annapol I s , Ma ry 1 and 21 \0 1 ^ 



O 



i I 



This unit is* one "jn a series nhich taken together 
with the appropriate' manageme It system constitutes 
a Conpetency Based Training Program for educational . 
leaders'hip rales. The units are designed to assist 
participants in /developing specific instructional 
improvement and instructional mana'gement competencies. 



For optimum results this unit -s-houtd be used in 
conjunction with and according to the direction in. 
the Competency Basedm Training Program Guid^ . 



!■ ■■ . 
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UNIT 0 

DEPARTMENTAL FUNDS AND EXPENDITURES 



qb/jectiv£s 

viu will: 



1. be able to describe the differences between budget requests a|)d 
requisition procedures, ^ , 

2. be able to. complete a requisi tion form for your department. 

3. be able tp de^^-ibe a s itnp I e method of record keeping for^ 
depa>rtmental accounts. ' 

k be able^to describe Che differences between MOT' (materials ;of 

Instruction) afid equipment purchases. ' . . 

5. be able to interpret a' translj^r aut/horizJtion.. 



iNTROOlJCTION 



As a department chairpe^on i t, .wi 1 1 be necessary tor yoti ^o carry 
' out activities that seeii to be non-instructional in 'nature, yet Jhey have a ^ 

direct impact on the department's progcam. Otie such .actjvi ty iithe acquisiiij>n 

. , ■ f ' ;h ' ' ' ' ' / . S ' 

of instruct ionkl materials and equipment. Re^arJless. pf how cbmpetent^a teacher 

■ is, job efficiency is affected by the adequacy of the suppi Pgs designed to in- 

lX' ■ ' ' ^ ' ■ ■-; 

■ r drease the l<nowledge of the participant in the areas of pchool budgeting and ■ 
material acquisition, . . ^ » , ^ , 
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EXERCISt 1 



\ 



Read the fol lowing sele^ion on the budget -process ; 
* ' The Bu(Jget Process " 



A sffhool systijm budget is no more than its/ educational plan exgressecf^ 
in financjal terms. vOn the school level the budge^ activity involves planning 
the educati.onal . progrart and translating that plan^ fnto financial terms. 

The fi.nancial plan or budget request incljjdes requests for personnel.,,;;^ 
materials, equipment, dnd services that the school f^els*ace necessary to put ' 
i ts ^educational plans into effect. / ' ' 

The budget request information is combined With other schoolsr' budget 
t-eq^iests to produce tiie budget request for the entine school system. As you 
mig^it imagine, the fl,rst compilations gf the school /system budget usually ex- • 
ceeds (sometimes by, a large margin) the amount of miney the county government 
could possibly raisel. For this reason'the process bf developing a school system 
budge.t includes sevdral step? of budqet revieh>^\'f requests are to be kept in 
line with what is pos'sible and what is affordable 

The first step budget review ^occurs when 
with his departmerltrchairpersons to make sure tha 
balanced wit|;)in thd school. 

Each schooTs budget is then forwarded t 
reviewed in light of area needs and priorities. 

is sent to the superintendent and then passed along to the school board which 
makes its recommendations to the county executive. The county executive studies 
the school budget/requests in consideration wi th^ otf^er^needs of the county and 
makes his recommefidat ions the county council which h#s the final word, on the 
tbtal county buddet. ^ \ 

" \ Each ofJ^the monitorirfg steps descrjbefl abov^ require much time, and 

stJdy. Each step also requires a recording of priorities on each level. For 
example, tHe school board's first priority may be* an increase of money for in- 
^truotional 'materials. The county executive must consider this priority with 
the priorities /Gf the police department, the fire d^partmen^:, the recreation- 
xJepar^tfrtent', ett., and his first priority may end up bping a' new piece of fire 
equipmeivt or manpower increase in the police: department. 



the school principal consults 
requests are reasonable^ and 

the Area Office where it is 
rom the Area Office the budget 



2. 



Ex^qiine.tbe attached 'Budget Request Forffl. This form facilitates the 
process of comhuinicatirf^ budget reques^ts of schools and off fees to the appro- 
priate administr^ive and supervisory personnel in the school system. In the 
fall of each year,\chools and offices request. that specffic numbers of personnel 
and amounts o.f oth^r ^esources be made avallabje to implement that schooPs or. 
office's next year's programf A form for each department In a. secondary school 
• is*" completed*^etfeh year. Normally school departments only compile i teftts lAO, 
126, i07y 237., 217, 22l», 3P9, 311, "318*, and 399. , ' 

■ • ■ ' ' 328 • '-. '* .... 
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r .Budget Request form „ 

'School |6»r Lopation Programs' 



2010/2 {Rev. G/74) 



pMxjf.im (Cdl 32 35) 



Cot l> VU 



Positions 



PROFESSIONAU (Full Time Staff) 



REQUEST 

(Col 41 ' 44) 
IRtflht Justitv2 



Contracted Service.Si 
(con't.) 



(Col 37 - 39) , 



REQUEST 

(Col 49 57) 
(Right Justify) 



11 1 Associate/A$sistdnt*SuDe''inte«)dei^ 



102 Administrative Assistant '* 



• 116 Directors 



237 workshop , /^-^*"°"»*» 



1 19 Coordinators • 
131 Principals 



Purposes of Workshop 



'10-7 Assistant Principals 



Teaching Staff 



125 Interns 
■ 140 Regular Teijchers 



^0 



Number of Teachers 



Dales of Workshop 



126 " Instructional Aides- 



Payment and/or Credit 



0. of Teacher Positions Held. 




217 Machine^RetMal (list Machifies) * 



114 .Guidance Counsetoi 



159 Other (Specify) 



^tal Professional Staff 



.176 Secretaries & Clerks 



^ 



199 Other (Spetiiy) 



224 Repair 6f Equipment 

' : i 



Total Staff . 

slalaries & Wages 



299 Other /S^ec/YW 



PROFESSIONAL: (Parrlw^ Staff) 



-REQUEST 

(Pol. 49 -.57) 
(flight Justify) 




. 1.4 1 . Part Time Teachers (Doilar Amount) 
' ' • • • 

108' Other /S/)(?c//jf'; / , ^ 



, Tdtal Contracted Services 



Supplies & Materials 



m. 



\ Total Salaries arui Wages 



309 Library:'books & Visual Aids* 




Contracted, SeVvicesi 



311 Materials of Instruction ^/nc/i/f/e Textbooks) 



• ^Hr A ^ , f (Specify how the amount 

. ^207 Consultant Fees ^ requested is to be used) ^ 



318 Office Supplies (Central Office Use OMLY) 



ERIC 



32D 




399 Workshop Materials of Instruction 



Total Supplies and Materials 



0.3 



tising informatipn that you cah gather about next yearns tentative-' 
program 'm your department*, fill out the form provided in this packet* Then 
dt5p*«s your completed form with .an admmistrator and/dr current department 
chairperson'. , . • . " - . 

EXERCISE 2 ' .. 

~r- . " ... ^ - ^ ■ , •-" 

K Read the explanation of* the allocation procedure. . 

' • . The, Allocation Process • « * 

, * ' ^ ' 

Once the budget has been amended and Approved by the county council, 
it is returned to the Board of Education.* 3as€tfl on the money approved, the 

- . ■■ • ' r 

various departments within the school systerti are/ al located funds. - These funds 
ar^ handed yown through the system, until they reach the .department level. It 
is at this point that department personnel usually discover that not enough 
money is available for prior budget requests.* For example, your department may 
have requested, a 16-mm projector costing $500, but the. amoimt Allocated for 
equipment this year. may oqly be $300'. You are then faced with. a decision. 
You may decide to raise the additional $200 from other sources (e.g., transfer 
from MOt) or you m^ decide to buy t^^a^i Inf' strip projectors that cost $150 ^ 
eactr«^the amount you we?e allocated. ; ^ . , _ 

2, Examine the following chart. It is an^example of school and depart- * 
mental al lotment^. Answer the fol lowing questions: 

a. Locate your school and your department. How much have you been 
al located?^^^ ' 

b. What program area appears^ to be the most ^costly? 

Speculate vJKy^tftis is true._ ' - 
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Identify the department in your schooT^that is aMocated the ^ 

leas»t amoijnt of money* . ^ 

Speculate why this is trbeJ * ^ ' ^ 







* 
















/ 









d. Your school has k $500 incidental fund. Ask your schoors book- 
keeper about the uses of this money. Recprd your findings; k 



A. 




\ 



0 
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EXERCrSE k ' . ■ ..- 

i After six (61 copies of the reqoisitjon have been completed at th^ 

schoorl level, the school keeps one copy and sends, the ^original and otfter four 

• . ^. 

<:optes to.. the area oiFftce* A-record oF the allptment spending is kept t>y eacH 

school by department as a nteans of ^accounting. This record may ai.so 'serve ".as 

aa inventory-^for the given school. V - * • - ; *: . • ^ 

following a'xopy of jsgch an allotment record. Assume *tb.at the 

allotment baUnce l)rough,t forward was $1000 and that you are entering, the 

requisition you prepared in Exerci re ^S;.. complete the allotment reCord*sheet 

inserting the necessary .information -from you-r^requlsi tion. What is. your 

balan^jibw? , « ' ' . v ' 



L ^Read the following passage. ' - ' 

Under the operational budget, money is spent for thdse items that are 
necessary to maintain educatipnal programs. These items' are classified as^^ 
either suppl ies on equipment"^. ^ As a chairperson it may be necessary for you . 
to 'be able to differentiate these items when spending departmental* monies. 

' r ■ ■'■ ■ 

The excerpt followiog whicfi is taken from the USOE handbook titled. Financial. 
Accounting for Local and. State School Systems., wi 1 1 ^prov.i de 'necessary criteria 

CRITERIA FOR SUPPLY I^gi^ 

A supply item is any article or material which meets any one or 
"more of trhe following conditionsj; ' . ^ 

1. It is consumed in use. 

2. It loses its original sheipe or appearance with use, >^ 

3. It is expendable, that is,* if; the article is damaged 

^ .or some of its par,ts are lost or- worn out, it is usually 

' more feasible to replace it with an entirely new unit 
rather than repair It. k ^ ^ ' * ^ 

U: It is an inexpensive item, having characteristics of 

equipment, whose small, unit cost'taakes it inadvisable to 
. capitalize the item, ; » 

, . " , 5. It loses »its ident^^ty through incorporation into a 

different or more complex unit or substance, / ^ 

. , CRITJiRIA FOR EQUIPMENT ITEMS ^ , ^ - * ' 

* • An equipment item is a movable on fixed xinit of furniture or 
furnishings, an instrument, a machine, an apparatus, or a set of • 
^ articles which meets all of the^ folloyir\g conditions : 

1. It retains its original shape and appearance with use. 
* . ^ ' '■ 

^ .-2, It is non-expendable, that is, if the article is damaged 

\ or some 9f ips parts are lost or worn out, it is usually 
more feasible to repair it rather than replace it with 
' * an entirely new unit* ' • 

3. It represents an investment of money* which makes it 
feasible and advisable to capitalize the item. 



' ' H does 'not lose i4 identity' through- incorporation 

. into a 'different of more complex-unit or substarfc^. ■ ' 



"2.' Now. classify ihe. foHowing i terns ^s either E (equipment)", or S (suppltes) 

■ ^* . a." aquariums ~ •' f. e'leVtrlc egg beaters ' 

b. ■ blotters " ' J * g. hand, egg beaters 

'■'r- c.,, folders ' h. single charts 

*d. sewing machines i. scissors - 

e. hole/pllncher ■ j. steel tennis' court nets ^ 

' 

3., list unrfer ^laeh- column the items you might purchase for your department. 
Supplies ' ^ Equipment 



a. 



a. 



c. 



c. 



EXERCISE 6, . . 
— ^ . ' 



1. /Read the.. f6l fowirigJ- , , " . 

^ Sometimes it'is necebsacy to transfer monies from one fund to another 



depending 6n the priorities of the; department or school, the followihb proce- 
dure IS to Be used 'In the 'transferring of funds: 

■ ■ The Transfer Fo.rtn . ■ ■ * . ' 

a. principal -intiates^ and figns. this fony when, requesting transfer ^; 

, , •= of funds'. ■■ \ \.' ■ ■ J ' . * - 

^ ■ ' ■ ' ■ ■ — : c 

■ bi/The tranfer requesl^ shoiAd b& forwarded to the Area Diredtor 
* - 'and the Associate Superinten'deht for. their approval and 
\v signatures. , _ ' .- . , , 

c. The Associate Superintendent will then send the request on to^ 
"the Budget Office for their approval and processing; ., 

d. ■ All transfer requests .should be rounded to the itearest ten 

dollars -^($10. 00). ' ^ " ' ■ 

. ' ■ , 33C ; ' • 




2. txamine the t rafts Fer fomwHich. f,all<Jw5.'. Motevtbat ihe schok>1 TIUs. - 
out only the' non-shdded porti^V' ;.1n" yo'ur,,c^irn.mr^r -^^^^^ wfrat theLfwy-nelpal- , ♦ 
.the high school- is accompl is-hing by i^sl4ig'-tbrs;for:m. , . n-''^-^'-^. 



. Describe the c/iffercRce between ' a>udget/ requ^t and^a requU.itl^hv « V 



-» 7T^-^ 



V- 



; 2. Usfth? steps of the reqyl^fi tlon proce^5.'S_^l^ 



* 



'3. Explain how you Wuld keep track of money your departdfent sperrds, ^ 



h. What Is eguipment? 



* . 337 
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f.lOH (corvt'd.) 



^V^!^^' - • ' ^ 5, •'Wha.t are supplies? 



1, 



6. Describe soipe conditions under \«<hich funds may be transferred. 
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This unit is one in a series Which taken together 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
leadership roles. The units are designfed to assist 
participants in developing specific instructijOnal 
improvement and instructional management competencies. 

For optimum results this unit should* be used in 
conjunction with, and according to the direction in 
the Competency Based Training- Program Gjuide . 



UNDERSTANDING YOUR SCHOQL COMMUNIS 



OBJECTIVES 

— f 



You will: * • * 

' ' ^ . f. 

• ' ' ' V * ^ . • 

1.. define the geographic characteristic's of your, school community, ' - 

2. identify the demographic characteristics of the school community wh^lch 

can influence *the school's instructional program. 

/ ' ' , 1* 

3. list some of the ''hidden char^cte^f istics'*^of -tl^p school community wh^lch 

. ' ' ' i ' * . /. ' >^ ♦ 

affect the instructional protes^^ ^ . * ^ « * 

' ' * / ' • ^ • ' ^'l " — ' 

4. . identify and list resources in the school community which can be useful 

\ ^ in your discipl ine aiiea, 

^^iSS^^*^ design S s imple, st^ratVgy for getting communi ty , resources apd the-'school 

c , ' >^-:^ - ; • - , ' ^ t ' • * 

.' '^together to benefit instruction. / ^ ' 

INTROOUCTIOH ^ ' , • 

»*A school c^xi'sts to serve the needs of the youth of its community?* 

/^^ - • - ^ ^ . ' ^ * / ' \ 

If we accept this, statement, uoe must also accept the requirement ^hat a /school. 

b©-^ware of what thes^ needs ^re in, order to be effective. ^ | v ' : 

Each schopl conmmj|^ity (or in some instances, schoofe communities) has 

distinct characteristics, aspirations, and expectations' for J ts youths The 

degree to which a community ^supports its school is an important factor; It is • 

impeVative that a' school 'an(J its^staff be able to idefntify these characteristics. 

> *" , I . ' ' ' ' ' 

'Some community features are eas i ly ident I f led while some are more subtle. 

• "* ' , " . . " ■ " 
■Both can have impact- on a schooU It is the intent, of this unit to helu you 

become better, informed about the community servpd by your school and to assist 
you to find ways |^^trengthening the^ relationship between the two.- 



1 H 



* ' > I A' first step. In learning about your schoof comnunity is to define its 

, 9^99^^P^^^c btjtjndar ies . ^ If you live in the school attendance, area, ^ou may know 
these boundaries al reac^y and Jbe abl^e to complete this exercis^^ quickly^ If you 

, , ft* . y , % ^ 

are' not a resident or feel that you are not familiar e^ruDugh with the community^ 
you will want to attempt .one'or more of jtl\e .following tastes: 

\ ^ . * •■. . 

J* £ach school keeps a **pin map'V which contains information which helps 

• -/ ^ 

•f the PrapspoTCftatLbn Department determi-ne bus requirements. The "pin map" i's -usa- 
* ^ ally mai-o/ained by administrator. - Consult thi,s indf vrid^al ^. about the infoirma- 
tion on fhcTmap.and determine the data ,avai lable' f rom Li^ List the items bel.ow. 



T 



^ 



4 



^ \ ^ ^ 

2. \ 'Obtain a small nfap of the attendance area for your schoqK (The Board 
^ has a Publ ic ^School LoQ^ion Map wh.ich will do n^c.e 1 y-r^^'^'^Of^ majx draw the . 

attendance area boundaries for your school. ^ • - . . ^ 

• • 3» Locate* tKe feeder schools (elementary and/pr junjor high) ^and show thefr 

attendance areas, on your map^, . '-^ . r ' ... 



^. , Dees your school Serve one community or several sub-communal ties? To^ 



V 

lanswer this you may need to consul t your principal ♦ , What, have ^ou found? 




% 

/ 
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EXERCISE 2 



Now th^t h^ve ideoti fled' the geographic data about your .school * 
coiiihunK/y turn your at*tention to'some qf .the characteristics oft th6 community ' 
{or 'one of the sub-tommuni ties) whjch can influence your school's educational 
program. Listed below are some demographic characteristics which cain be impor- 

tant. Notice that the list Is not compVete; you are encourag^ to^dd to It , • 

\ % • ' ' t . 

from yolir experience. * * . " . 



/ 



• history of the community • cultural resources available , ' • 

J/. ' • • * * • . • • - 

J* • 

• kind of housrng i " parental employm^n-t 

• racia 1. ctomposi tion • follow-up of employment or college % 

' ' ^ attendance (if *in a senior high schQol) 

• type of'sparental employment . ' . i ' , . ^ 

:\ y • 1 : 

• ctransiency'\ 



• housing pattferps 

* r 

EXERCISE '3^ 



*^ Use the informa'tNon you (jeve loped in. Exercise 1, activity and 
Exercise 2. You are ask6d to find information about thtfse character istics. 
Several, methods. for^ coHectJng this information are suggested* You may dqcide 
^to use one or^mor^ of thl^se procedures depending on your familiarity with the * 

^ community^ . - . . ^ • . 

• ^ Listed below are'^';?ome al ternativ^ procedures for completing this 

» ' " . r . • ^ \ * " , ' 

/ . . - <^ . • - • * ^ 

exe rc I se : V . • ^ . ^ ^ ^ 

#s Interview: your 'princfpal abou't his understanding of the school 
r ' commun i ty . C \ . ' ^ 



. •rTake 'a ^ffve-thrppgif tour o'f'your community* 

• Interview staff membe/s whorare residents. 

• Interview prominent residents of "the cbmmunity. 

. ..^ . .. . 



.1 ' 



EXERCISE k 



• Consult your area office--they may have a demographic study. 
Consult a written ''school history,** • 

• If you are in a senior high school » consult the most recjsnt 

' Middle States Evaluation Report , "School and Community Seqtion." 

/ 



WhatnQOod is information if you can't share it? ^Choose one of the 
procedures suggested below: 



• Prepare a written or oral report summarizing your findings for 

presentation to your department or staff. . ^ 

^ " * ' ^ * . \ 

• Use the information gathered to acquaint the newest member of your \ 

staff witK your communityl .Act the part of the storyteller in an- \ 
informal^ discussion of the school 'communi ty. Ask sped fic. quest 16ns. 
to determine if your colleague has ^ainecf insight abo^ut the school 
communi ty . ; _ * . . .. 



EXERCISE 5 



> 



X 



K As an educator you .ares interested in i^^rovHing ^our students with as"" 
many resources as possible to help them lear[\* Many of .these resources come 
with your repetoire of techniques, others can be the comrri^rcial variety such as. 
^te^ts, fi Imstrips, cassettes, etc. OtneF.^i:e5?Surcifes yhich can .be used lo the 
cf^ssroom are tKose resources which are avai lable.witBin the school community. 
The laiter have the advantage of being* readily avail able, free or inexpeTis 1 ve» 
and relevant to ?eal life situations. Jn this exercise you^are asked to Identify.^ * 
some of the community resources, available for your curricular area* 

The foMowing is a suggested forinat to help you collect this iaformatlon 

Y 

on possible community resources,. You may wish to modify this, format for your own 
use. s • - , ^ ^ 

Nam^ of Resource 



t Description of Resource 
_L_ ^ LL_ 
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How to Obtalntthis Resource 
for Classroom Use 



A 
• I- 

i 




2. As an alternative exercise, consider compM Ing ,thls Informatron and 
preparing it for use by ot.her miembers of your departmenu You may even want to 
Involve colleagues in the collecti'bn this information^ - ■ 

" ■ ' * ^ ' ■ ' . ■•" 

EXERCISE 6 ' ■ • . . 

Consult your principal about the school af-ocedures which have been 

established for using outside resources. Usually these are forms Avhich require 

administrative appraval for ffeld trips, speakers^ and the like. You should 

familiarize yourself with these admijilstrative procedures for your school. 

Summarize these procedures • . * ^ ^ ^ • 



EXERCISE 1 ,] 



1' ' ■ ■ 

Discuss the fist of 



. -/community resources you developed with s^vera] 

^.colleagues ih.^our department.^ Prepare ^ strategy which will help you or^ others 
In your w department to use some of these community resources in the classroom. 



Describe your sfrat^gy^ and state h^w you wlj ! evaluate i ts effectlvene5S- 



EVALUATION ^ ' / ; 

I. List below any character I s*tlcs of ^ur*schook community which have not 

hieen cpnsldereit in the previous ten. exercises but which you feel are .contribu- 
''^l ^ ^ ^ • ♦ - • 
tors to.ypur understanding of the school community* 



o 



2. The evaluation 6f this unit is your broadened understanding oft "the » 

/ ' ' , ' ' I 

geographic and' demographic cfiafacteri sties of your.ischool community Which make 

, /• ^ * • 

It distinctive from .any other community. This knowledge should help you to 

. , ^ . • ■ ' 

understand the. part your subject ♦pi ays in the education process wbjich allows 

you^ school to serve the youth of -its community. ^' , 

Some of the; ...insJghts gained from-'thi.s upi t include: . 



' i^' , - /u^. 'cv*''^'v^ij^'''v^::v /<*•^^■ 


. . *\-. ... ^ , f 







X 
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This unit is one in a series which takefN^gether 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
leadership roles. The units are designed to assist 
participants in developing, specific instructional* 
improvement and instructional manag.ement competencies. 

For optimum results this unit should be used in 
conjunction with and according to the di'rectipn in 
the Competency Based Training Program iSuide . 




UNIT Q 

THE fcVALUATIQN OF LEARNING* 



OBJECTIVES ' ■ '/ - . ' 

You wi 1 1 : t ^ 

1. explain and give examples of summatlve evaluation, 

2. explain and give examples of formative evaluation. 

, r3. explain similarities and differences betweenr diagnostic, formative, 
and summatlve evaluations. 

4. interpret MAAP test profiles 

* School . " 

County • \ 

State- , * . ' . 

5. interpret individual and class criterion reference score^i ^ ^ 

6. ' identify and use evaluation techniques for affective ol?je.ctives. 

introduction' «... 



^ This unit, THE EVALUATION. OF LEARNING, Is intended to help educators, 

become aware of the different purposes of evaluations and the ways In which 

the different types of evaluation instruments can developed for use In the 

classroom., The teachers will find ways of Improving th^ sgmmatlve evaluation 

they now use; and the exploration of dfagnostlc and formative. evaluation. will 

'J 

probably present new and very different ways In which evaluations can be. used 
to Improve teaching and learning. 



The busy teacher,, responsible for large classes with a great varlet^ 

" ' ' . 6 ■ ' 
of students, might be so concerned with Instructional processes that a vei^y 
» » ■ - . .-'^ > ■ 

l^i ted. amount of time and attfentlbn has been given to the evaluation processes 

•It is very Tlkely jt he classroom teacher has not been able to keep abreast of 

the grow(ntf Htereture/on the art and science of evaluation. As a department 

^Adapted •frcJm Bloom, et dl. - , ^ 



Chairperson you.wi)) be in a position to bring togetBer the best of evaluation 
techniques to help the classroom teacher use evaluation to improye b6th tjtte 
teaching process and the learning process* The major focus of^ this unit is to , 

train educators j:o properly use evaluation for the Improvemcfnt of student learning 

■< 

•* » • . \ 

EXERCISE I ^ . • • : - . 

— i- . * . Pretest 



With which of the following views do you agree? Where you think the view quoted 
Is incorrect, give your reason in a sentence or two. 
h ''Only formative evaluation bf students i? legitimate/' 



2. •'Norm-referenced test? are the best kind." 



3. '^Summative evaluation may be used.as'a diagnostic and formative Ws^rument 
also." ■ • . /■ ^ . 

. •' I - . '■ ; >. 

"Summatjve evaluation is. primarily used to certify or grade,** , ^ 

5. **Suinmative evaluation will measure every content-beKavigr cell 'in youf^ 
specifications." * n-/ . " '-^ . 



6. '/Formative evaluation begins beh>^;e^nstruct'jon; 



7. "The interview technfque can be used to evaluate affective outcomes*" 

t * 

". .. 

8. "Summative and formative evaluation of the affective' goals, of the .cirtricutum 
is important." - . ^ ^ 



'•r 



EXERCISE 2 



). Listen to the cassette tape", "Introduction to Summativ^e .Eval uation."* 
The t^pe is available uponf request'. from a training advisor. .' • 

2: You are asked to give examples and explain the major function of., 
summative eva^luation to the teache.rs in your department. How would ybu respond? 



> 

I 



3, Read the following exercise, ''Tept Uses and Construction/'* Aftar 
reading the exercise, complete the action task, , 

Test Uses and Constpjctlon * .... 

_ - The summative examination may serve a variety of functions.-^ There 
are several steps in the construction and scortng Of. tests which 'h^Jp-to deter— 
miMie the effectiveness of each of these -uses. It is quite true that the results 
of a given test. may be employed In-several different ways rather than one only. 
In-either case, if the intended ai.m or aims are es^tablished clearly before the 
test is constructed, the results can be utilized more sati sfactori ly . 
: The outcomes of te'sts are not; equally applicable to aW uses at all , 

.levels of school itig. or in all subject areas^. The follo^^lng outcomes are among 
the most cpmmonly mentioned uses of .summative results.^ . , 

*"Handbook on FormatWe aiid Summative Evaluation of Student Learning" 

'■■35,0 " ; , 
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Asaigning of grades ^ 
Certification of "Skills and Silities 
f \ Mediation of auooeea in subsequent courses 

Initial point of ihstruction in a subs^equent pourse 
•"^^ Feedback to students 

. Assigning -o^: Grades ■ • ^ ' • ' ' I 

The most fr<?quent use of summatlve evaluations, from elementary school 
through college^ and graduate wdrk,^ is as a basis for assigning grades, repre** 
sented eUhef.Vy "letters or by numbers. Grading is an attempt to categorize ' 
each student in. terms o/, his« amount or level of learning in relation, to othef 
studenlH. This, pufpose/most oiFten reflecits the view that courses are designed 
to spread Individuals, out so that 'ln the usual class there are a few in the 
\ top. category,, some more in a second group, a larger humber who are "average-/* 
and fewer flllthis low^r categories. If this is the inteht, then th^reMs a' 
way of optimizing the spread in the process of constructing the- te&t. This 
criterion CQhcei*fts It^em di.ff IjcuI ty,. 

Item difficulttf, Ts*. the per*centage of examinees who pci^ss the i te^. A 
good spVead in results can bis obtained if «the average difficulty of Items Is 
around 50 or 60 percent and if the item& vary in difficulty from about :^0 to 
8 0 percent. Obvously, test questions w|lich are passed by all or nearly all 
students do nothing to differentiate the e)(aminees****that Is, spread them out. 
The same can be said for Items, which rrone 6r/«almost none can pass. 

For those who view education as being directed at mastery, at whatever 
level or^ in whatever subject, and Who' wi ll undertake changes In Instruction 
time and procedures to accomplish this, the criteria Jusi discussed Is ofK 
little importance*. They'may select behavior and contents from a specifications 
table or task analysis chart in accordance with the value they attach to them. 
Ali or ahmost all students may pass the iteii}s constructed to test these out** - 
comeSy In which case the examinees are assigned,, the highest category of grades.* 
It may happen that a large number do not pass somexfT^he Items, in whlch^cape 
'the teacher may conclude that the instructlort procedures are at fault. As . 
t^e instruction improves, more students get more Items correct. This Is the 
^ew whi^h formative evaluation espouses. . ^ ^ . _ ^ ^ 

Assigning grades to students Is probably the most unpopular task that 
a classroom teacher must perform. It is not unusual tp hear educators recommend 
that formal systems of'student evaluation be abol i^f\ed entirely ^ Student evalu- 
ation is a popular target of criticism by students and faculty alike In the 
columns of many school and college student publications. Articles like those 
by Marshal) (I960), Mannello (1969), and Pcwitt (1970) which question the value 
of studen^ evaluation systems also frequJ^tly appear Jn various professional 
journals. Of course, constructive crftici^m is always desirable since It often 
— -4edds to valuable and necessary mod i^fl cations of practices which can otherwise 
d^generjsite into mechanical rituals.. 

On the other hand, the suggestion that formal evaluation of students, 
be aljtogether abandoned is based on the assumption that such^value judgments 
serve no Important purpose. This Is a highly questionable assumption In view 
of /the fact that procedures for evaluating students have existed as long as we 
> h^ve had formal instructional settings known as schools. , The form which ev^luii- 

;tton takes changes from setting to setting and from time. to time, but the. fact 
y of evaluation does not change. 

^ 35o 
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The major purpose of grading systems is to provide a systematic and 
formal procedure for transmitting value judgments made by teachers to the , 
student and to others most dkrectly <yncerned with his developmentjand webfare. 
These value judgments provide a basis for' making Important decisions which are 
faced in the normal course of an'indlvidual 's development in our society. 
These decisions represent Gardner^s (I96I) sorting out process. The objectives 
of t;he sortii^g is suppose to maximize the oppbrtunltles of each Individual to 
use his talents and skills to his own and to society's benefit. 

Th-is reviiew does not suggest It has covered all aspects of the use of 
test results for assigning grades. Tt Is intended to make us 3wdre of some 
considerations in^volved in this ()artlcular application. Most published tests 
are built upon the assumption of the need to spread the students over s§vera1 
grade categories. However, the purpose of the test will determine how It Is 
use'd* 



.Certification^ of Skills and Abilities . * . 

There are occasions on which the main purpose of a summative 
examination is to certify that a<given student possesses, at least at that 
time, certain s'lc His, knowledoe, and abilities. Hjese situations afe perhaps 
most likely to occur in technical training in the secondary school or college* - 
However, the generaJ^dea of certifications present Xn other settings: the 
student is able, frW the standpoint of reading sklljs, to handle social studies 
reading materials oTtlTi^ sort; she has mathematical skills and concepts which 
are needed for a beginning course Jn education statistics; the applicant has 
skills in the science laboratory an^d the ability to attack science problems 
which permit him to handle the assistantshlp. 

In each of these settings, the! focus is mainly upon the level of 
behavior with a given content. There is the further assumption that a known 
level of per^rmance exists, above which most students can do the specified 
job apd below whfch most cJnrtot (Cronbach, I960),, As we will note also in the 
discussion of prediction, empi rica I evidence iVhIghly deslriable If not necessary 
for cohfidence. It is true that careful subjective judgments by those who have . 
experience wfth performers may substitute as estimates until empirical evidence!^ 
is col lected. ^ \ . ' ^ 

Certification is\a legitimate use of summatrve evaluation of student 

learning. 

Prediction of Success in Subsequent Courses ^ . , 

For purposes of academic guidance. It Is sometimes claimed, a 
summative test (especially at the end of a colirse) has as. an Important function 
the prediction of success In a subsequent, related course. For ex^m^e. It Is 
suggested that an eighth-grade arl thmetic "ex^^mlnatlon may be quite hWpful In 
the prediction of a student's success In ninth-grade algebra or general mathe- 
matics. ^The first caveat to be observed regarding this use Is that it assumes 
two thing?: (1) there Is empirical evidence of the relationship, and (2) the 
subsequent course does not alter In method, content, pr students* learning 
characteristics. These are broad assumptions, but they may Indeed hold In a 
setting in which the teachers see the subject as relatively known and stable. 
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Ideally, the teacher or the examination CjzTns'^uction ^JgB^^^^^^ 
various plans reflectitig combinations of desired types of ^^^^WS^^^ content 
in a series of tests, * * ' ^^^Z v . 

In very general ftrt-ms, students who score high on sprnmative examinatior 
in any academic field tend to score'high in othci* fields. 'In thi§ qonnection, 
however, many questions are still unan^red; it Is not yet known whether this 
pattern is due ^o a general factor (eKich ajs intelligence),^ special ability 
(as In test taking), or some relatio^isKip in learning between the subject areas 
involved. ' 

Great -Care must be taken in using summative examination results for 
predictions regarding subsequent courses. It is highly questionable whether a 
single test could effectively -serve the purpose of prediction Jn combination . 
with other summative evaluation intents. 

Initiation Point of InstruotionHn a/ Subsequent Course 

^\ ■ ' J ^ • s 

y At the elementary school revel especially, th^re^are those who see an 
important use of summative examinations— usual ly given ar the end of the year*- 
in the decision by^he teacher of the next grade level qn where to begin the 
instruction of individuals or groups. Fron^ne perspective this is much like 
formative evaluation in a continuing instructional situation. From another, 

'it represents some of the suggested strategies in placement and diagnostic 
evaluation. ' * ^ » • . \ ^ 

In the present discussion, which deals with stea^ and decisions in 
the construction of summative terts, a point to Be note<ifis that. the ru^es 
govern iiiQ this use are ^much ^the same as for the use of tests for feedh^ckpas^ 

'students* A single score,. for .example, in third-grade arithmetic is of little 
use to the next teacher in establishing a behavior-content pfolnt at which to 
begin instruction. A table o,f specifications should be agreed upon, for th? 
most part (a list of content arid desired kinds of behavior after instruction). 
A test mustf be so handled that there will be several scores representing 
Important behavipr-contcnt cells. The teacher who is to use the results for 
locating the point at which to begin instruction must ful ly^understand the 
score categories* . 



Feedback to Students " *-* 

The communication to the student of IKformation about his progress 
(with some immediacy, it is hoped) is the very essence of formative evaluation 
Summative evaluation of learning can be used In this fai|lon also. As stated 
before, summative tests may be given at various points Wtthin a course and 
cover relatively jarge units, or Jthey may be finals at the end of a course. 
If it is truly the end of a unit or course, the feedback-of score or grade 
information may have little effect Mn termsrof changing the student's behavior 

If the examination Is Intended for feedback to students, theri It 
should be so constructed that the IntfipretaTlons of scores wtU direct the 
student's attention to useful things he may do to make up for deficiencies. 
A simple communication of single grade of C, let us say, merely tells him 
that In some fashion of othjgr he was not such a ''big egg" as others. It gives 
him little Information with which he can do anything. A stml lar'statement can 
be made about numerical sdores as a total report on a final examination. A 



mark of 7<$» whether It refers to ^percentage of items, -a percenri le. scor^, of an 
actual cott^t'o/. right pr wrong answi^s/glyes the student very little guidance 
for makio^ correcUons J his t)ehaviofr -other than^^hat frequently used state- ^ 
ment, .'^Xry ^jiaVdefr' * . -o/ • , ' V 

. If a sumihative test is built anti scored astutely,* we' may irtTer from 
the resul ts that the sUident d*Ld reasonably ^weVI In .aspects which injyolved, , 
for exan)pl,et vocabulary but ratherlp>'5orly lf\ those which demanded i^ecogni t*ion ^ 
of Vejationships i)etween poncepts* It Is possible . that the student Wfll f^nd 
the Information .^of some use for future learning. Even^thi^ Is difficult to* 
estabfisfr ^for an"'ertd-of^-course examination unless one can, poinr out that other, 
courses wh!*9h he might take re(HM||^ some of the^same processes^ The first 
statement implies that the test Items are so built that they can reveal' various 
processes .which are reasonably general Izable, and the second presupposes -seme , 
sort of community agreement within the schoo-l across seveVal cout'ses or curri- 
cula regarding desirable behavior, * ^ 

, . f^roviding feedljack to students Is a legitimate p'urpose of summatlve 
evaluation of student U^i>ing, even though format! ve evaluation focuses on. 
this Intent. • ' ^ ' . * 

^ 4.. Suppose ^ delegation of parents called upon you^to explain ^nd give 
examples of how you use summatlve techniques to evaluate^ student learning In* 
your classroom. How would you' respond? , t ^' 



T 



5. Tou will corrstruat a table of s.peci f ications for a unit. Select a 

unit from your coupse auti ine. List the*cof>tent area in Jierms of large categories 

^ ' •^^ 

of ^ubject materiaK 'Also list the desi recT behavior expected after instruction. 

, ' - . ' ^ ~ ^, * * . , 

Your*grid should lo6k like the one on the following page/ 

, >^6. Construct d test (iummatlve) for your unit based on your, table spetti- 
fications (con£en.t-behavlor cells|j(f Choose Items T^hich will test the various 
cells (content-behavior). Hew would you respond if you were asked to explain 
.why /ou ^elected certain kinds of behavior and content cells for your examination? 
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EXERCISE 3 • , • 

I** Listen to the cassette <ap^» 'Mntroduction to Format! ve'Evaluation.!* 
The tape is av^Ma'tt^^pon request frpm a training advisor.. Suppose the parent* 
student association fr^&tq, your school requested your 4cpartment<>to evaluate their 
Students formativelyj only. ftsw. would you respond? 




2* Read the following exercise, ''Formative Tests and Uses.*'* 

Formative Tests and Uses * • 

Formative evaluation should Fnclude all the important elements in a 
unft as detailed by the table of specifications. The task of determining the , 
specifications for formative evaluation is much the same as that of creating 
specifications for summative evaluation* As stated in Exercise 2, ''Test Users 
and Construction," the table of specifications outlines in some detail, the 
content to beihefuded as well as the student behavior or objectives to be 
achieved in* relation to content* ' 

In constructing a unit you would first determine what new content or 
subject matter .should be introduced in the new unit. What are the new terms, 
facts, relations, procedures which have been explained, defined, illustrated, 
or otherwise presented in the learning material? The dsual textbook Is very 
clear in Hluminating the new content* that has been* devel6ped in a particular 
chapter. ' . ' 

A second type of analysis undertaken by the unit constructor is to 
determine the student behavior or learning outcomes related to each new element 
of content. Thatjs, given a new idea, relation^ statement or truth, or other 
information, what. is. the student expected to learn? .What is the student expected 
to be able to do with the specific subject matter introduced ^.the learning 
unit? Thi^s content^behavior grid was presented in'our discuss ion of summative 
evaluationr also.. , » ^ 

The construction of a formative evaluation instrument must deterojlne 
which elements in the unit are important or essential and whibh are qnimportant 
or useful only as background for the essegtia) materials. For example, in a ^ 
chemistry unit the name of the originator of an idea, the dates when he lived, 
or the country of his birth may be useful as interesting background for presen*. 
ting the idea but may bc^f little cognitive importance in the. unit. Such 
specific facts may be included in the s^cif ications but dropped at the time'^f 
testifig. . . \ . ^ * 

Formative evaluation'^ ^hould include all the important elements in^ a 
unit as detailed by the/table of specifications. Thus, if there are ^25 important 
elements in the* table, all 25 should be represented by one or more test Items. 
This is in contrast with summative evaluation, where iti Is feasible, in «the tes** 
ting time available only to sample the range of conterfts and behavior, out I i/ied 
in a table of specifications. < ^ • ^ 

The formative evaluation should include items at each of the behavior 
levels specified. . Virtually the same subject matter may be included as a term, 
specific fact, rule, process, translation, and application, !f all are included^ 
in the specifications. * / ' - 

3. Select a unit from your course outline.. Include *the conter^t-^behavior 
«cell^ (specifications) th^t^you jthink are Important. Your gridw^l look like , 
the one devel-oped in Exercise 2." p • *• 
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k. Construct a format I ve test based on your specifications (content- 
behavior cells). How would you respond if you were asked to explain how the 
evaluation instrument differs from the summative evaluation Instrument in 
Exercise 21 




EXERCISE.^ 

'L- Ltsten to the jcassette tape. **Sinii lari ties .and Differences Between^ 
.Diagnostic €va I uat ion , and Formative and Summative Evaluation.*^* 

2. Analyze the table that sunmarizes the similarities and dlffererices 
between ^diagnostic, formative, and summative evaluation. 



*S{mi larl ties and Differences Between Diagnostic, Formative, 
' and Siimmatlve Evaluation * 



DIAGNOSTIC 



Type of Evaluation 
FORMATIVE 



SUHHATIVE 



Function Placement: 

Determining the « 
presence or abser\ce 
of prerequisite ' 
skills 

, Determining the 

student's prior 
level of mastery 
Classifying ^he 
stjjdent according 
,N to various charac- ' 

terlstlcs known or 
thought to be 
related to alter* 
native modes of 
Instruction 

'Determination of 
.underlying causes 
of repeated learning 
difficulties ^ 



Feedbackr to student 
and teacher on - 
student progress 
through a unit- 
Location of errors 
In terms of the 
structure of a 
unit so that 
remedial alterna- 
tive Instruction 
technlqueS/Can be 
prescribed' 

' J3 



Certification or 
grading of students 
at the end of 'a unit, 
semester, or ^course 



^ Time 

' * • 


1 j_£. 

For placement at the 
outset fo'r a unit,- , * 
Semester,* or year'si 
work ' • . 


. During Instruction 

\ 


At the end of 'a^^unl t, 
. semester, or year's work 




During instruct loo when* ' 
student evjdences 
repeated'»lf»iablllty 
t to profit I'ullY'from 
ordinary Ipsjtructlon 






' • , , Emphasr^. 

• -in £vat-. 

^ \^ r' 


. Cognitive^ affective,. 

and psychomotor * 
, behavior 

PhysTcali psychgloglcal . 
an(l .environmental 
factots 


Cognl tlve behavior 


Generally cognitive 
, , ]>elia V lor; -.depeffd I n g on * ^ 

subject-matter, some- 
'^t^mes. psychomotor; 
, occasional ly^aiFjfectlve ^ 
bchiyl6r ^ ' 


* 

Type of 
Instru- 
mentation 


^ . ^ ^ ■ 

{Normative and 
summatl\fl^ Instrp-' 
ments for protests ^- 

Standardized jchleve* 
I ^nt tests * ^ N-iii-** 


Specially desjgnied '\ 
-fbrrnfatlve' Instruments 


* Final' or *^$ummat lye • * 
examinations 




Standardized diagntofrttc;^ , 
tests 

^ ' ' • "\ 
Teicherrmade Instruments^ 


\ 


V 




y « (Observation and checklists 







mid 
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DiAGNOSTiC 



FORMATIVE 



C SUMMAJIVE 



How objectives 
of evaluation 
are sampled 



Specific sampje of each 
prerequisite entry - 
. behavior 

Sample of weighted 

course objectives 
i 

Sample of . student 
variables hypothesized 
or known to be related 
to a partl.cular type 
of instruction jjp ^ 

Sample of physical ly» 
emotionally, or environ- 
mentally related behavior 



Specific sample of 
all related tasks 
jTT the hierarchy of 
the unit M 



»/'rf"'5ample of weighted 
/ course objectives 



Item Diagnosis of prerequisite Carmot -be specified 

difficulty skills and abilities; a beforehand 

* large number, of easy 

Ucms, 65i difficulty or 
* . higher 



Scoring 



Norm-,^nd criterion- 
referenced . 



Method of ' ^ ^Individual fjrofile 

repor'tlng * by-^ubskills / 

• 'scores ^ . ' 



Cr 1 tfcr 1 on- ref e renced 



Average difficulty, 
ranging from 35* 
70i, with some very 
easy and some very 
difficult items , 



Generally norm- refer- 
enced but can be ^ 
crl ter Ion-referenced 



Individual' pattern 
of pais-fall scores 
oa <fe'ach task In the 
hierarchy 



Total score or sub-, 
scores by objectives 



0A 0 ~ 
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3* After listening to the cassette tapes and reviewing the tab-lc that 
summarizes the simi lari ties between diagnostic, formative, and summatlve oval- 
uation, design a ^ummative test (five to ten items) for, a unit or mJnI-unlt. 
You were asked by the teachers, in your department to demonstrate how your 
suimmative instrument could be used as a diagnostic and formative instrument 
also. How would you respond? , 



several teachers in your department suggest that us\fig a summative 
evaluation for d lagnpsti c purposes Is harnfful to students. They ajso statAa 
single letter grade precludes an adequate description of the student'sLpepTorm- 
ance on each of the objectives of the course or unit. How, would you respond? 
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"^ej hesitancy to evalu* 
[nan ifes tat ions of affec- 
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EXERCISERS 

K Read the fotlowing exerciser* ''Evaluation Techniques for Affective. 

Objectives."* f 

Evaluation Techniques for Affective Objectives 

The necessity for clear , unambiguous^ operational st^ements. as- the 
first step in instructional planning and evaluation is na important for 
affective than for cognitive objectives. "However, b^ause dF the numerous 
interpretations people can place on affective concepts^, the behavioral specifi 
cation of these concepts is often neglected* Because or"^e| 
ate affective outcomes, the specif ication^of behavioral man 
tiye concepts is very seldom carried out* 

Thii is npt to imply that affective objectives canpot be stated in 
behavioral terms, but only to point out that teachers of ten* neglect to give 
carefjjl thought to the problem of what kinds of behavior will lead them to ii)fer 
the presence or absence of some affective construct in the student. 1 

Many teachers find it more difficult to define affective objectives v,*^-^ 
behavioral ly than to operational ize cognitive ones* Furthermore, the large num** 
ber of affective objectives found^in the literature use concepts such as **aiti- 
tudes/' "values/' "appreciation," and "interest" in a wide variety of ways. ^ 

Th^next step in the evaluation process for the teacher who has defined 
his objectives in behavioral terms is that of devising situations and technique^ - 
which will allow the student to manHest the desir6d affective behavior. This 
.important step is not so eas^y with affective outcomes as it is with cognitive 
behavior, which lend, themselves more readily to evaluation through the tradition- 
al paper and pencil achievement tes't* In fact, If the students feel that the ' 
evaluation techniques used are tests^ in that grade penalties or reward's are 
associated with their performance •onTthe^nstrument, the validity of the results. 
Will be highly questionable. That is, if a ^tu^ent feels his affective behavior 
is subject to either criticism or grading, t^e ^^possibility that he will 
"fake" the desired behavfor.. \ I ^ ' > 

. We have- noted the justifiable hesi tancy,^teac|ners feel about grading 
af fecti ve^behavior. Howeve,r, summative and formative evaluation of the affec- 
tive goals of the curriculum ii» an^orfher matter. Group data on affective behavior^ 
are all that is required for cut:Tlculum/aecislons. If a large proportion of the 
students have not achieved the effect! ve behavior sought for in the course, then 
action can be taken to change cleficient methods or materials as needed, 

The acceptability of group results for the evaluation of outcomes makes 
ijt polislble for the teacher to guarantee the s^udentls' ^anonymity by allowing them 
to omit the ii^ names from their responses to affective instrijments. Sometimes, 
however, it is desirable^to identify individuals so that Informatioa. derived from 
the answers can be used In copf^^rence with thcTm for formatTve self -revaluation^ and 
guidance. When this* js^tfle case^ then the student should be assured' thiat his 
performance will not be crjticlzedt. let alone marlced. This assurance Can sefve 
the same purpose as a guarantee of anonymity once the stud6(it ^Is convinced that* 
he results are in fact treated scrupulously in a ponf idential T unthreatenlng 
manner by school authorities.. Sych trust is the basis, of any good guldance/-pro- 
gram In^a school , and there Is no reasor^^teafehers. cannot treat affective Informd- 
tion the way It is handled^ in a J;ounselp/rcour?s>^]ee relationship * 



Once teachers realize that evaluation of af fe'ctf ve.DMtcornes need not 
eltfier infringe upon .a student 's .Mght to privacy or involve the assignment .of 
a grafle, then there.are many techniques available for' use in the formative or 
summat ive evajoa'tfon of a /Su'rr icul urn's affective oojectiv«s. , ^ 

Jhe'.To'l lowing are example^ of evaluation techai<jues' for affective 
objectives:' " ' ** .v--' ' ^ 

: 'The "interview technique * ^ . 

. • . ^ The open-ended' queatipn* 

.The^' closed^item questionnaire . ' • 

, aemantic dvfferehpial technique •••• ^ 



P 



.<rhe Interview Techqique^ 

The interview technique involves a' face- to- face encojjnlier of the . y : y 
interviewer, whb asks carefully developed questions, and the respondeat, ' The 
interview can be structured or ^nstru<;tured La\ format*. ^J^r ^ •/ * 

In the stfuctured^.tnterview, the wording ahd se<}uence of -th^Tquestions 
are fixed. The interviewer is given little or no' freedom to^ deviate from the • 
fixed schedule except tq clarify miStjynderstanding or' anibigui ties and to b^arjch 
irfto other sections of . the schedule..when ctextain cri teria are*met> His pr^cipal, 
job is to present the question to the respondent and record, his answer* An , 
example of a structured Interview schedule anci the directions given to the inter- 
viewer is* providiejJ by the following excerot from a, schedule developed by the 
National Opiniort Research Center (GreeUy S RQ$si, I9.66ji;' After reading the/ 
directions to the respondent, the. interviewer merely circles'one of ' the codes,- 
representing columns on an IBM car<l,- to the righr of each job. 

71. I am going to r^ad' you a list of jobs/ If a son^of yoiirs chose each job,.^ ^ 
" I tell me whether yoM would feel very pleas?.d, somewhat pleasfed, somewhat* 
.disappointed, or very -disappointed. (CIRCLE CODES IN .FOLLOWING TABLE J 

. / ' • v 

• \ f . , ..^-C j» c ... . - 

4J * 



u E *a) ' . w .'CO 

^ i-: o »~ o — 0) — * • ' O ' c 

>* A "to a: . "CO o > / a a< 



A: Busine$s Executive ; X 0 , 2 • 3 ' ' ' . 

3. High School- Teacher • ' '5^ 6 / . 8 9 7 

C. Pri.est . , • ^ . 0 ■ 2 3 1 ' " * 

^ Bank Teller .5 6 0 8 * 9^ .■•7 0 -'^ 

E. Author . ; ' . X ' .0 2, ^ 3 1 * • / L i 

• F, Carpenter ^ 5 ^ 6 , 8 9 7 ^ ; i 

G. Stock Broker -^O' ^ 2- 3 • /^l ^ ^ 

H*. FuTniture:Move.r ^ 5^ .6 ' 8 ' 9. / • 7.- ' ' . 



The* open-ended Question 



V5 



open-ended ^question calls for the respondei>t/to answer by>rrl ting 
a sta'temenmyyhjith^tnay vary in length. Raths, Karmin, ^nd Simon (1966) list ^ 
some open-ended' quesirons whfcb have been effective in gettjrig at attitudes, 
beliefs, activities, and values: . - *^ . ^ . * v 

77. ' -Wi.th a gift of $100^ 1 would* • \/ . - 

78. *-tf this next weekend were a three-day weekend," 1 wOuld want to... 
79^. ily best fwends^ can be counted on/toV.\^. / V ' . 
8Qv''''^y bluest days are..:*' , ' / * > / V 

81. I can hardly wait to able tol. . ^ \ 

82. Hy children won't have^to. .i^because. . . v.. ^ ' 

83. • People can hurt my feelings the most by*-.\ ' .\ 

vlf t had a car 'of my. own*,.*' -. ^ " • ' ' . 

'85. Mve-^made up my mind to^f.ii\a1ly team* how to... 
86. .If I dould^get a free subscription vto two^^nagazlnes, 1 would select, 
because.'. .^^ • ♦ . . v * ^ v' * ^ 

' 87. *^crme people sei^m -to wapt prily- to..*: » * 

88. i1>e nt.ght I irtayed'-up tati^r than ever before* I . . . ' * \ ' 

89. " If r could; have 'seven wishes. ./ • • 

90. I believe...' . I. ^ ' - 

91. . Secretly ' wish...- ; ' * ^ 

92. * My adyice, to the world wc^u Id ie'a. . * . . . 



4» ^ 



The -Closed- item Questionnaire 




Th* questionnaire wkh .fix6d alternatives is "stmi lar 'to the struct^ure 
inl^rview described eariijsr except that tlie 'respondent compIetM.lt without ^He 
.aid b^an interviewer. The ciosed-item* instrufnent. .t^kes several forms;^rt_may 
be a l^tinS scale, inventory, or index. * r . . ' v . . . \ 

•} Two examples of the format of items designated, to evaluate 4 studenrt^s 
affectUow§rd tlhe study of mathematFcs are taken from th6. National Lohgi tudinal 
Study of Mat<hematical Abilitifes (196"*>. Here the student is asked to" phoose' 
.the lettef of the response that best^i I Is' the bJank in the sentence. -^^ 

*•'.*/■»* „\ 

I would like to teach English \ l^th'an I would lik* to 

teach mathematics*.' , * ■ * 



\ 



96. 



[A.] 
[B.] 
:{C.] 
[0.1 



lot more 
little nibre 
I ittle less 
lot less 



97. i would I iki'tlje problem,' 'b59-57'»+68'iO-999-'»6937+97'»8+87W3 - ?' 



^han the problem, "Jane is half assail as Dick". Jde U|half as tall ^ds 
Jane, (teck is half^s tall as Joe Dick is 60 inches tall. How tall is 
Joe?" '■ ... ^ . ' , 



er|c 



[A.] 
-[B.l 

ic.l 
(c.l 



I 



a i^t morfe'^ , 
•^a/lJttle more 
a^llttte less * 
a Mot less: ; 
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« As Cr()nbacii ll'Jbj) hoi ppinted out« if those typos of affoctlvo c|uosti(m« 
are^Qskcsi in a context rjemovcd frorn, the course In questloli, the validity of these 
responses is increased* Thus questionnaires designed to measure attitudes toward<*^ 
English are mofe trustwcjrthy when administered by a neutral person (for instance, 
a guidance counselor or homeroom teacher) than when administered by th^ English 
teacher who wfshes to have thii^ kind of summative curriculum information. 




The Semanilc Differential Technique 

The semantic d I -feVen tribal (SO) technique of Charles Osgood (Osgood, Suci, 
Tannenbaum, 1967) is a valuable and comprjshensi'Ve->research ,tool • On^ of its many 
{jses Is the measuring of a ger\eralized attitude. Thh^forfh of the instrument la- * 
volves a rating scale of bipolar adjecti^ve pairs related to a concept the attitude 
toward which are of interest* to the evaluator. ^ . > 

. ' ' • ' ^' ** I :^ -■ \ 

130. (G^cept] * . • 



Polar term )k : , : 

'"1 r 



T" T T" . T 



Polar term Y 




The scaled positions are defrned as follows: 

(1) extremely X * ^ ^ 0 

(2) quite X - 
' ' ■ >-.(3i .slightly X * . • . 

/ \(Vj neither X nor Y; equally X ahd Y ' ^ , 

(5)^slighthy Y ^ . , . 

;/ " (6) quite Y. , • 

j?) 'extremely Y ' . s * ^ ' 

• / ' ' * ^ • * ^ * ^ 

The student checks the scale value a long* the' adjective continuum' 

corresponding w|th his attitude toward the concept in question. To measure gjen- 
er^lized attitudes, Osgood recommends the^use of adjectives he has labeled^^as 
Evaluative. Examples of such evaluative adjective pairs are .»*good-bad,'' /'beaut i- 
ful-ugly,*' clean-dirty,*' valuable-worthless," benefl cial -harmful and *'pleasant- 
unpleasant/' A^lengthy 1 ist of'^valAJativ^ adjectives can be found in Osgood, 
•Sjxcl, %nd Tannenbaum'sivbook, The Measurement of Meaning (1967)* 

Almost any concept of interest could be used. For example, an English 
\ teacher might want to- explore generalized attitudes toward dr^ama, poetry, essay 
\wrlting, or-a Shakespearean play. Each^concept is repeated separately with the 
\ame set of adjectives. The Social Studies Evaluation Progrant of the Educatiorf 
Development Center (19&9) uses •th/s technique to evaluate .attitudes toward con- 
cepts contained l|i their soti^l -studies materials on Eskimos. For example, atti- 
Vfgdes tpward the con^iept "Arctic''- are assessed by the following semantic differ- 
ential- spales: . * ..^ ' 1^"^ ' i - 

Arctic • ■ / 




133. windy 

13^1,. strange 
135. Explored 

.136. tame 

137. good 

1^38. deserted 

139. fierce 

140* I ivable 



: calm> ,» 

: familiar 

: unexplored 

: wl Id 

i bad , ' • 

: inhabited 

: gentle ^ * 

: not livable 



2« Use the Semantic Differential Technique to explore gehl&ralized attitudes 

» * 

toward your discipline or another disc)pjine in your school. Remember group data 
on affective behavior are all that is required for curriculum decisions'. ' « • 
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E'vAtuATION 



With which of the fallowing views xlo you agree? .Where you think the view quote^d 
IS incorrect, give your reaspn in a sentence or two. ^^^^\^^^ 
1. '*Only foVmative evaluation of students- is Jegitimate." 



2. '•Norrti-re-feranced' tests are the best kind.' 



3. *'Summati ve itValuat ion may be used' as a diagnostic and formative instrument 
also.*' 



"Summit 



ti've evaluation is primarily used to certify or grade/* • 



5. ySjjmmat i^>^e evaluation tr^l I measure every content-behavior cell In your 
specifications." V * 



**Format!ve evaluation begins before instruction.'* 

r ■ . - . - . , . 

7. *'The interview technique can be used to evaluate affective outcomes.**. 



8. "Summative and formative evaluatTon of the affective goals of the curriculum 
IS important.*'* * ^ ' ' 
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COMPETENCY BASED TRAINING PROGRAM 
- De'partment J r persons* - ^ 



UNIT-Q-S ~ 
Supplement to Unit Q 

THE EVALUATION OF LEARNING 



Prepared by the. CBTP Committee: 

Mrs. Frances Bingen ^ 

Mr. Neal Fertitta 

Mr. Johff HcCork! 11 

Mr. Richard Ml 1 bourne ' 

Mr. James Sledge • 

Mr. Michael Trippett 

Mr.. Oliver ^fittlg 

Mr. John Matarella, Chairman 
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Anne Arundel County Public Schools 
Annapolis, Maryland ' ZUOI 




Thi5 unit is one in* a series which taken tocher 
with the appropriate management system constitutes 
a Competency Based Training Program for educational 
leadership Vol es. The units are designed to assist . 
participants in developing specific instructional 
improvement and instructional management competencies, 

For optijpum results* this linit should be used in 
conjunction with and according to the direJs^n in 
the Competency Based Training Program Guide . 
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• UMIT li-S V, 
Supplement ('O Unit Q 

THE EVALUATION OF LEARNING 



OBJECTIVES 



You wi 1 1 



1. interpret individual arxl class criterion reference scores^ 

2. interpret HAAP test profiles, (school, county state). 



INTRODUCTION , ' , 

Since some teachers (especially 1an*guage art,^ ^and mathematics) will* be 
Interested in analyzing and using Marylctnd Aacomtabitity <Xnd Aaaeaamnt, Program 
(MAAP) and Criterion Referenced Testing (CRT) results, we are providing this 
supplement to help them explore the benefits of proper interpretation of these 
scores. . * , . 



EXERCISE 1 



K Read *the i{nformation sheet, 'Mntroduction to Cri terlon^Referenced 
Evaluation*^'*' This will provide you with a general introduction that will help 
you to dif ferentie/te between norm- referenced and criterion-referenced evaluation 
techniques. 

♦ 

Criterion-Referenced Evaluation * 

Test designed exclusively to measure the performance objectives are 
called opiteHon-^referenced tests. Their purpose, unlike that of norm^referenaed 
tests, is not to make differentiations among achleverDent levels of various stu* 
dents, but to measuu accurately how well each student has attained stated objec* 
.tive. The norm- referenced tests are relaUSre meas^ires because an .Individual's 
score Is Interprcte^d in relationship to ^he scores ofc others^ Criterion-refer- 
enced tests are absolute measures, because .an IndlylquaPs scqre Is Interpreted 
In relationship to a f Ixed.crl terion, not the scoi^s/of other mdivlduals. ^ 

Crt terron-referenced tests are usually employ^ at the conclusion of an 
Instructional sequence. HoweVer, the sa*me principles a\sq apply In writing 
Placement Tests for placing students at the beginning any Instructional sequence 

• • . - .377- • . ■ . 



Listen to the tape, "Suggestions ^for graining Teachers to Interpret 

and Class Criterion Summaries," * . . 

Use your mathern|^ics class summary to answer the following questions: 

, How many test booklets were, used? ^ 

• 4 ' 
How many students attempted booklet 2k37 

What are th^ I CRT objectives numbers in booklet 2^9? 

How many students neeci to review objective number I67? 

Which students need to learn objective number I67? * • 

Who would likely be In the first instructional group? 

How many students passed objective number 167? 

s 

Name the students that' passed objective number l^67T 
How many students passed objective number 155? 
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3. A teacher* in(your department brings you*thc attached Reading Student 



Summary for, you to interpret^. How would you explain the summary as a dlagriostlfc- 
prescriptive tool? / _^ . * i 
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EXERCISE -2 ■ ; • 

!• Listen to the tape, 'Mnterpretation of MAAP Test Results,-*^ ^The tape Js 

♦ 

I X ' > * 

available upon request from a training advisor* 

2« Given a class profile, Maryland Accountability Assessment Program 

(mAAP-ITBS) with grade level, the particfpant will verbalize the following data 

to a col league. . , . . . 

a. ^ Mean Grade Equivalent (GE) 

f 

b. Expected GE, from' mean SAS 
' c. ♦Mean SAS Score 

d* Standard Deviation^of SAS Distribution 
e. Standard Deviation of GE Distribution 
Percentile Rank of Mean GE . . • . 
3. As department chairperson you have been asked by your principal to 

explain the significance of the following test data*. 

♦ • 

a. Raw Score '(RS): * • ' 



b. Grade E^quivalent {6E]L: 



c* Age Equivalent (AE)^: 



d. Percentile Rank (PR): 



e • S ton i ne 



f./ Standard Scores^ (SS) 



38: 

(i-s6 ' 



t 



w t 



v' *- ANNE, ARUNDEL tOUNTY^ PUBLIC SCHOOLS-, V". >>. 



'it ^ 



: School NatTJ?:: 



Information about* CAT * 



Stuudeots "Tested 


Mean 
SAS, Score ^ 


Standard De/{- 
at^t"on of SAS" 
• Distrlbiitlon 




— i^:! — rr- 


.'15. 8K'- . 

. : ^ ' ' 



i5 » c: 



0 



lrt,fdrmat1on about lT8S^ . 



• ^-^ ^ j V , 

^ C . • * ^1 Nqniber 
' ^ 1 • Students 
Ar,ea '*Tes't ^ Tested \ 


> * 
< * 

Mean • 
GE'* Scare 


Standard'; 
> Devlatipn' 
'.of?' GE ipls-' 

tributidh ' 


/Expect'e'!^^ 

GE From 
, ■ Me&tt'SAS . 


Percent i Ve^ 
Ran K of 
r^ean GE 


Ivocabglary « . • 767 


, 69.8 . 








Y — ^ ^ — 1 

iReadi^g 1 767 


69,3 


* ■ 
17.2 




13 ^ 


[spell/ng . i 788 


69 J • 


' ^' 
.22.1 






Cap1-^nzati\)n ; 788 


69.3 


r -~r^ 

) 20*4 " 






ipunCtOatipn / 788 








language Usage; 78a. 


ry: ^ r-i ^ .^.^r 

, 69,0' ' 214''' ' 




Language Total 788 \ 4" 68:^- ^ ' iS.y 


~ — t— : — T^^^T 

8b-: \. 


.Mathematics,.- • f I 

Concepts^ . 790 * 5 7^.3 j 16,9--. 




Mathematrcs - . 

; Pxobl6;n$; ^ 790 ^ , • 69J : • 1^.8^^ 


". I'-f A -\ • . ; r 


iMatherpatlcs ' /"^ • • „ ^ ' " 
i ■''9?*^^ ■ 790^ P. 76'. 7'. V . 15.8 


M05 v. .- 
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ANNE ARUN^OEL COUNTY PUBLIC SCHOOLS 

# 



School /^frf^rfe: 



Students, 



. Enrol led: f^r9/3o/73 



., Information'about C^AT ^ * 



Nunrbel* of 
Studenjjjg Tested 



-r-^ — ^ 

!v Mean-. 
SAS Score 



nformation about IIBS 



I - - 

cy\rea\of T'fest 



Number 
Students 
Tested 



VdcSbulahy 



7/ 




Standard Devr 
.at ion of SAS 
Distribution 




Mean 
GE Score. 



ispe 1 1 1 n< 



7/ ! 63-1 



STanilard 
Deviation 
of GE ffls- 
tribution 



II 6 



>pe 1 1 1 ng: 

. n ' 

""^api tal i zat ion 



Expected 
GE From- 
Mean SAS 



ii 



P^ercentMe 
Rank of 
. Mean GE 



3t 



t^unctuation 



V: 



. Language Usage 



Language Total 



Mathematics 
Concepts 



7i ■ ^<-7 & i 



Mathematics 
— ^' Problems 
<^ T-Tf 

^iathematics 
jl^ i Total ' 



7x su 




38'i: 
Q-SB ^• 



'EVALUATION , 



• ♦ v' 1. txplain in your own words', th* differences betweeYi tri ter ion- referenced^ 

ts'. ■ . \ 



aiw no?ln-refereaCed tests 



2* Under what.condi tions would you prefer 'to-use norm- referenced tests? 
• . • ' * , 



3^ AJnciQr wh^t.co'ndi tibns would you^prfefiar to use criterion-referenced 
Kesj:s? ' 



/ ij, "IWh^^N^do your^school 's sdb^es^on the MAAP bests indicate. tp you are 
signilfTcant needs of your stSdents^? 



er|c 



: u 
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COMPETENCY BASEO TRAmfUG PROGRAM' 
- Department. Chal rpersons - • 



WHAT- GOES ON IN A <5R0UP 



Prepared by. the CBTP Committee: 

Mrs* Frances Bingen . - „ , 

Mr. Near Fertltta^ 
, hjr. ^Jqhn MCCorkiir. 

fir, Richard Mil bourne 

'Mr; slame^ Sledge ^ . 

Mf., Michael. *tr.ippet<: \ 
; ^r; Oliver-^WLttig , 
./Mrv^^JbhnvWatiaYella, Chairman; 
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(<^nne Afyndei Courfty Piib,] l,< ScWtfl| . ' 
Annapolis^ Jlaryl and , ■,:2l^0V 




\ 

-A- 



^1 



This, unit Js one fn a series Which' taken together ' 
wjth't4ic appropriate man*agement system constitutes. ^ 
a' Competency Based TTafning Program for educajt lonaj 
leadership roles. The iipits, are' designed to! assist 
parti'cjpants in developing specffic Instructional - ^ 
improvement afidMns^t'ruetlonai management competencies* 

For optimum r^ults 'this unit should be Gfeed in \ 
conjunction w{th and acdording to t|je directions in 
the Colnpetehcy, Based Training Program (iu I Je , ' " 
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• . .' WHAT GOES ON. IN A OROUP* r- 

OBJiCTIVES • • ' , ' .. ' ■■' 

develop several technlq'ues to assess 'the workJrigs of a group. ' 

2* analy2e>3nd +jelp othfefs -analyze the f^rocesses 61; groups, ' . 

/* . 3. develop the skJ 1 1 tp fpcus aod summafrize the pjH^ress arid proces^. bf 

a- group., • . . , • " • , . 

< 

.INTRODUCTION ' : ' ^ * . 

^ To be an effect4*ve group leader or department chai rperson/ i t 'Is 
important that you understand the workings of your group. Any functioning 
groups must do, two things: , / . / . - ^ 

1 > - pSroup >tei ntenancfe ^ Keeping members of the ^^grqup ;ifeel InS*. ' \ 

comfoJ^ table with each othler, - " • , 

2.' Task Performance * gettinrfl' the job done^, ' ^ 

C?ri?wp maint^non^?^ Is necessary b'ecauSe the stress of a group of egos 
^wofklng. togi^th^r on'a. common task oft6n produces tendencies toward destruc- 
tion of cohesIon,,and diminished feelings of working productively .fogether^ 
The J)ehavlpr which results is a kind of tearing down..0f the group and Its /* 
work. Group maintenance^ fupct ions^arq performe<jl by group menihe.r!^ ^when they 
praise other members of the igroup, entourage qui members, pf* the g^ jo\ 



contr-ib.iite thejr ideas/ smcfoth over difference^ between .group.. members, jok<9 
to bjul.trf the mora,}<5, of, p^^^ g^Up, and us^ tf\e Skills of par^phraslfl^^ ,dnd 



perception qnecks.to clafJly. group* irtember's.*^ verbal contri^butions, Oth^ic 
*5^Th'is; unl:'t is'ad^Rt^i^ « ' , • * : • 




examples of beftavibr 'l^ess- common but often help'fi*1^ are tlrjose which Seek xq 

' ' - .'V ^ ' »/. . ^ . ' • - ; • - ^ \ H 

get the gcoup to recognize an'd discuss its -own*' behavior,^ ** . ' ' 

* . * 'i" '''^ V • / 

^ r<2^/^..p^r/c?rmft^ce./^jnctions are^f^j'l f i Uctj *as different' members, of^^^l^ ' 

tasJc'group clari'fy jthe- goals or.lpur poses of the group, assess .group ^pro^ress, ' 

^ locate local and nat ional., resotifrtes^^ request and give information from aiid jifc 

^rSJiJ^ propose Sol utioiTS to* problems, g?ye group prog(;eSs ti^orJs// 

et al. ^ , ' ^ ^ * . r M 

\ , , ' ^ • ' \ s ' - ^ ' [V , . ^ 

^ ,A^thi'rd class of, group behavior is labelled tdestrqcti vfe. / Deattniotiv^ 
"behavior consists* of the activiti.es-pf persons in a group/ as' they h'pld 'private 
conversations, refuse to take ag active partj iti'^th^ work-of the. grogj), 'maj<e 

Jrrelevarti; and overly long speeches, "ridicule other niembers of th^/grbup, 

' ,V. • ^ ' . ^ \. ' - / . ^ 

• ^ and oppose «ther ^members' ideas without gi ving -.reasons^, ^ , ^ - , . 

Group^ matnt^nance atyd task performance^ functions er*e both essenti^ . 

'and cKittca) t\> a product ive^'group. The group must stay togetter If It Is 

to get the job (lc?ne. It itiust observe some form of progress In its problem 

solving focUs* i.f ivt to stay together,'. Destructive behavior may.be a " 

symptom^. f^Mut-fe m .groUp maintertapce t^sk perfb'rmance. Spmetimes ' ",. 



■A 



Vdestr-uctl ve behaVtor is a 'iympCcp* of t^sk "^otda'nhe. t If th?s appears .to be 

the case^ th/j^ behavior should pcdfcrai)ly be discussed dlrettly. ^ 

• . * * * ' it • * " ^ * • * * * 'I '• *f *^ ' 

i , As^ future educational leader, you- should have thC^kllls of ad'ses^-' " . 

hpg the warkingsV of a group, c*You shoufdjbe able; to analyze^ and to h<?fro • ^ ^ 

» others an.alyze, ?bcus,' s\mm^^+4^artd evkjuat^ .^he' progre/s and process of.'a\, 

\ ^ g^r^up..\fh§.purppses of tHJs Wnit ^irS>^ assies t you 'Jn acquiring these group^ 



" assesstnent skills'. 



V 
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\ R^2 . 



1. Acting asib passive observer^ coTuplete Che fof^owin^g'diart by totaHng 



the tail 



lies whNe obse^vifig i f 



fupctioning group..' " 



•Group Maintenance Bfel»avipr 
Person 



* • 

gives praise ^ 




i 












encour^ages quiet 
noenjber ' •'♦j 












< 




4 






uses paraphrasing' 














* 








uses perception - 
cKeck?" 


/ 




• 




♦ 












% ^ 

jokes to bui Id 
morale. • 


\ 
















J 




smooths over' 
differences 
















/' 










> 


/ 














• 


* 

* *' \ - 






1. 


/ 












' 1 



\ 



- other categori^j^of your own * ^ ' ^ ^ 

2.' What patterns of. behavior dp you see among the vdri.0U5 members of 
thfe group? . * - . . ' ^ ' , ^ 



3. Give feedback to the group*.- 



1 ' > , 



EXERCISE 2f 



K • •While ob's.erving a group, complete the following chart by tally I 
"-:*.^^0;6(iur fences of tas.k Ipe.rforlnance Whavior • * • #_ . 



^ odfcurrences o^-^ta^k Iperforlnance *^|>ehavior ♦ 



V Task P: 




nee Behavior 




Persc/n 




>: — — — — - 

icl^rtties goal 










1 , * 






\ - 




1 — , 


a 


assre^ses resources 












»• f 
If 




•'\ ' 




4) r 


. •* 

t ) 


requests information 




■A 








♦ * 


* 1 


— ^ 








Vnoposes solutions 


\ 












t 










gi^e^' gfoup ^ro'gfess- 
•report / , ^ 




« 

* • • 




9 








f 

1 






* 

• 


?^ ' / ^ ' \ ' , 

\ 






• 






. '> 


\ 




\ 






* * 




i 












\ 


* * 







* - other cat'egorlc5«^a^ your* owp 

V 2* What p.atterns of behavior do you see-^ampng the ^arious members of ^ 
th-ci^ groupj' ^ • ' ' \ ; ^ * " ^ ^ 




■i— ^ 




^ l,,3» Compare the patteVns of behavior you'^i •hc^Pe^vfttfi" those oiV-the v** 
grev'ious chart»-.What s imi,lar*i tiesj arid differences do you .see? 



* * . ^. Give feedback t6 the g'l^oup'when you have mad^ sense of your 

, ^ . • ■■' -\- '' -\ • • - " 
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EXERCISE 3 ' . 

■ >' ' ' — f * * 

* h Complete the fol lowirtg chart* 

Destructive Behavtors^ 
Person 



hbfds private 
conversations* 






X 












• - 




s \ 


1 

1 


does not^t^ke'^act ive 
part • , * - ' 






i 












> « 




\ 


\ 


Iks too much 








4 




> 








* 






ridicufes others 
















• 










blocks- ideas 








1 , 


























) 
















t • ■* " 




*■ 

■ 






• 















pther c&tegories of yqur own 



2. What 'patterns of behavior^ do you see among t^he various members af 



the group? 



" 5. Compare the patterns of behavior you see here with those 6n the 
previous charts. What similarities and differences dq.you see? 



iXERUSEJ. (coat.)» 

M. * Htfw woujd you. go about>-us i^ng the information from this chart?* 



0 



ML 



4- 



' it* 



EXERCISE ^, 

;A s^rogram i$ a conven lepf <diagram that- shows who talk?' to whom iri 
t^a groupr Once 0gaiq yoli w-i ir obsenv;e* the pr<jcess pf a .functioning group^and 

■ * ; ^ ' . - ' \ . , /% ♦ 

the'rt provicje'' the group with feedback* dat^t: ' • > 

.K Draw as many^^quar'es.as there- are 'memb^rs^gfjtbe ^^roup you. are \ 
^ observing. .Draw fhfese squares in- roughly the 'same .way the ntembers. 
of the group . a rev sitting. Write the name's J n the squares. 

* ^\\' ^-^ * • . ^ ' 

2. Draw a lihe*aroiba the fotaT group'- of small squares. You will use 
^ this total line wjii^n a member -talVs to the whole group, 

3- When «ohie particlpaM speaks to another, draw an arrow between them. 
/ Add "an addi tional arrow point hach time that participant speaks to 
that^person ^bain.^ Whdn, a pai'ticipant speaks to the total groups, 



' draw an arrow out toward" the oUrt^i^e lin§. 





k. Observers do.noctalk to.'^membeVs of the group.\ Members of the 
group do not talk to the observer. 



\ 4 



*ThIs exerci'se is an adaptation ^from onte used by the D»C. Cooperative 
Extension Service, January , \ 1^71 . * ' 



ERIC 





'EX^RtlSE k (contr^.' 



/ 

4' 



Your diagram will took something, ^ike the following example.. 

* 

■^j^. — ■ — =*- 




ObvtOMSly your diagram can'g^t very complicated c)nd, messy. One / 



w^y to still make* sense 6f it is t'o.sp,pead It out to'^include the whole p^ge^ 
Draw your arrows rapidly but Ijghtly; they get In the way of each qthfer less. 

Aft'er' discussion by the group,, dravy your sociogram on the chalkboard 
and exp»lain it to the group.. You should ask the group to help you Interpret * 
-It. . . - ' - 



"Some questions which the group can discuss about this data are: 
.1^. ^ WaS'particlpation among groyi^ membe;rs ^t>ut^equal? . " 

2. Movi raany rerjiprks were diAct^td ta i:he tot^l ^rOup? How many-. to 
individual participants? How many to the- fa>imal\ leader? ,^ ^ 



•3*. Oid'ti\e group break down in\6 sub-grCups? 
What*ejse do you se,e in the sqc-logram?' 



There fhay .be some important th'lngs about th^ discussion \that \arre not 
rcvealedMn tlie soqiogram. What are th^se things?* there are no Objective 
data. Every samp'llng procedure leases out. sonte things important tip make 
sens? .of what Is happening ..among peopVe. 
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(XERCISES (Optional) ' ' '(>" " 

— -I ^ fail I , i * ' ■ ' * 

Our exerclles to tHU'^oint hcive helped you. learn to use a few 

" i« " * • * ^ f ' ♦ ' <i ^ 
. .relatively simple methods, of observing what f's occorrrng in a group,^ There 

^ * " ^ • * ' 

ai^e many more complicated observati9n procedure^» as there are many unanswered 

. * . > • . » - 

. questions < regarding the behavior of 'groups/ We ^av« not even ^gotten -into 

non-verbaJi be[^ayior,' trte .influence of the type of task, the influence* of tKe 

size pf the group and -the influence 'b/ the leadership style. We believe, 

however, that with practice in observing the dlrnens ions we have ^s^ked you to 

learn, tKfese exercises ;w1 1 1 'give you as much dat^ as you can use (in addition 

td'tvhat you pipk up* by yourself) when you arje leading group** You probably 

^ , n^ed further practice in lobserving even these dimensions simultaneously with 

^ your acruculaly- leatffng^a gKoup. ^ ' . ; 

' " • ' . ' ^ v ^ - • ^ ' 1 

If you. can get a group willing to tolerate ypur j^r^acti^ng on. them, 

' - ' > , ' " I 

see if 'you can .stop 'a group every 10 • 15 minutes to check, with an outside ^ 

"^__,gbserver , your perceptions of the processes occurring Mn the group. during , 

' 'Tht 1 ike 1 i hood of your getti'ng a g^roup to tolerate this behav'ior Is 
sm^ll unless the members understand what they will be learn irig ^bout them* 
• selves and their processes*»that will be of value td them. 

EXERCISE 6 ^ s V • ' 1 ' • 
— ^ ••I ^ . 

Leadersh^ip behavior in^a group i6 yehy ^ompli^x. ^There. are many style 
of leadership and rjany categories of" leadership beh'avlof. Att^pt's orr.our 
^par(: to dascritfe th'ese and have you practice eaCT of several would protably 
end in- frustration far you. We da have, some suggfestlons we think will 
helpful t<j> you.' Theie are Jjased on the. belief that your accuirtate 'knowlfedge . 



EXERCISE- 6 (contj 

o.f self-behavior will be the most useful knowledge we can give you In roaming 

your behavior more effective. ^ • * * 

1. We are assuming that you^are go\J)g to run an actual grOup meeting. 

i * J ' ' . ' 

jTjbe "group is working on a task. Wri/te^elow one paragraph about how you see 

-yourself as leader of this groop. Ihclude In this paragraph examples of 
behavior yoti are trying tq^use accompl Ish. the task'. Include also the . 
things about ^h^" group men|bers 'l-befravi^or 4^ou will look for'as evidence the 

✓gi^oup Is' going well . , ^ • ' ♦ o 



I 



1^ '-Ask a knowledge'^b|e colleague (who has not s^en the paragraph you 
have wrlttenX'to observe youf l)ehavl^ir iln feading the groups Ask th'l9 ^ 



cdlleague to record>^data/about your leadership style, to record ,sta^ments 
^lyou make, responses and patt^n§^ obs'erv^d related to your behavTor. . 

a. When the meeting is, finished, jsk .yoLr coU^aigue^o ^ehahac 

in a paragraph or so the leadership stylfe, objectives, iind behavior obs,erved 

i " ^ ^ " ■ .» ^ . 

. ' b.[ The two of you shoulcj have a' sharing conference about what 

occurred during the group meeting. • , ^ 




